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1. O6mue nooxeHUst

1.1. Hacrosimas MHCTpyKIMs MO AETONPOU3BOACTBY B INKOJIE pa3paboTaHa B COOTBETCTBUHU C
denepanbHBIM 3aKk0HOM OT 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccuiickoit denepanuu" ¢
u3MeHeHussiMu Ha 29 nekabpst 2022 roma, 'OCT P 7.0.97-2016 «Cucrema craHmapToB IO
uHpopmanuy, OUOTMOTEYHOMY U U3JaTelNbcKOMy Jeny, «OpraHn3almOHHO-PACTIOPSIUTEIbHAS
nokyMmeHTanus.  TpeGoBaHust K  OQOPMIICHHIO  JOKYMEHTOB», a Takke  YCTaBOM
0011e00pa30BaTeNbHOM OpraHu3ayy U JPYrIMH HOPMAaTUBHBIMU IIPaBOBBIMU akTamMu Poccuiickoit
denepanyy, periiaMeHTHPYIOMIMMH JAEITEIbHOCTh 00111e00pa30BaTeIbHBIX OPraHNu3alni.

1.2. Hannas WMHCTpyKIMsS TO AETONPOM3BOJACTBY B mikoje (manee - MHCTpykums) oOo3HayaeT
MpaBWJIa TOJTOTOBKH W O(OPMIICHUS JIOKYMEHTOB B 0O0IIe00pa30BaTebHOW OpraHU3aIuy,
OTIpeneNsieT CTaHIaPThl O(OPMIICHHSI PEKBU3UTOB, OJIAHKOB JOKYMEHTOB, COCTaBJICHUS NPUKA30B,
MOJIOKEHUH MHCTPYKIMH, a TaKkKe peraaMeHTupyer (GopMUpoOBaHHE A€ U UX TEKyIlee XpaHeHHE,
MOJTOTOBKY JTOKYMEHTOB W Jiel K Tepefade Ha apXWBHOE XpaHeHHE B 00ImIeoOpa3oBaTebHOM
OpraHu3aIuH.

1.3. MHCTpYyKIHS TI0 JeTOTIPOU3BOICTBY pa3padoTaHa B MEJISX YCTAHOBICHUS €IUHBIX TPeOOBaHUN
K TIOArOTOBKE, 00pabOTKe, XpaHEHWIO W WCIOJB30BAHUIO OOpa3yIOIIUXCS B JCATEIBHOCTH
o0uieo0pa3oBaTeIbHOM OpraHM3allid M TOCTYMAlOIUX B IIKOJIY JOKYMEHTOB, a TaKke
COBEPIIICHCTBOBAHUSI W TOBBIMICHUSA 3(PPEKTUBHOCTH JIEIOMPOU3BOJICTBA 00IIC00pa3zoBaTEIHLHOM
OpraHu3aIuH.

1.4. Tlonoxenuss MHCTpyKUHMH paclpOCTPaHSAIOTCS Ha OpraHM3alMio pabdoThl C JOKYMEHTaMHu
HE3aBUCHMMO OT BHJA HOCHUTENS, B TOM YHCJIE C OJCKTPOHHBIMH JIOKYMEHTaMH, BKIIOYast
MOJTOTOBKY, OOpa0OTKYy, XpaHEHHWE U WCIOJb30BAHWE JIOKYMEHTOB, OCYIIECTBISIEMBIMH C
MTOMOTIIBIO HH(POPMAIIMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuio, METOJIUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE [EJIONPOU3BOJICTBA U
KOHTPOJIb 32 COOJII0IEHHEM HacTosield MHCTPYKIMKM B IIKOJIE OCYILECTBISET OTBETCTBEHHBIN 3a
BEJICHUE JIeTI0NPOU3BOICTBA.

1.6. Ilpaa u 00s3aHHOCTH PAOOTHHUKOB, OCYIIECTBISIIONIUX pabOTy ¢ JAOKYMEHTaMH B
CTPYKTYpPHBIX  TOJpa3fefieHusiX  oOmeo0pa3oBaTeIbHOM — OpraHu3aluy,  yCTaHABIUBAIOTCS
JOJIKHOCTHBIMU MHCTPYKIUSMU WM IPUKA30M JAUPEKTOPA.

1.7. Csenenusi, coiepxaiiyuecss B JTOKyMEHTaX, MOTYT OBbITh MCIIOJb30BaHbl TOJBKO B pabOUMX
LEeISIX B COOTBETCTBUM C MOJHOMOYHMSIMH COTPYIHHUKA, paboTaollero ¢ JokymeHtamu. Pabota c
JOKYMEHTaMHU BHE MOMEIICHHUI IIKOJbl HE aomyckaercs. [Ipu yrpate HOKYMEHTOB MPOBOAMUTCA
ciy>ke0Hasi IpoBepKa.

1.8. IIpu yxome B OTmyck, mepeBoje (MEpeMEleHnH) Mo paboTe WM B CiIydae YBOJbHEHUS
COTPYOHHK o0O0s3aH TMeperaTh BCE HAXOMMAIIUECS Y HEro JOKYMEHTbl HHOMY COTpPYAHUKY,
onpeaeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJIUTEINS YBOJIbHIEMOTO,
YXOJIAIIETO B OTITYCK MJIA MEPEBOISAIIETOCS (MIEPEMEIIAEMOT0) 10 padoTe COTPYIHHKA.

1.9. Uncrpykuus o6s3aTenbHa Uil COOMIOICHUST BceMU pabOTHUKAMU IIKOJIbl. BHOBb MpUHSATHIE HA
paboTy COTPYIHHUKH, B JOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEJCHUE TOKyMEHTAIuH, B
TeYeHHe TPEX pabouux JAHEU co JHS U3JaHUS IMPHUKa3a O Ha3HAYCHHUH Ha JOJDKHOCTD JIOJKHBI OBITH
03HAKOMJIEHBI ¢ HacTosel MHCTpyKumen o moAnuch.

2. [IpaBunjia noAroToBKU U 0oopm/IeHUsI JOKYMEHTOB

2.1. B [edATenbHOCTH ULIKOJBI CO3/aeTCid KOMIUIEKC OpraHM3allMOHHO —pPaclopsAUTENbHBIX
JOKYMEHTOB: IIPHUKa3bl, IOJOKECHUS, [IPAaBUIIa, HHCTPYKIUHU, PETIIAMEHTHI; IIPOTOKOJIBI 3aCEAaHUI
(coBemaTeNbHbIX, KOOPAWHAIMOHHBIX, S3KCIEPTHBIX M [Jp. OPraHoB), akThl, AHAIUTHYECKUE
CNpPaBKH, JIOKJIAJHbIE U CIYy)XEOHBbIE 3alMCKH, JOTOBOPBI (KOHTPAKTHI, COIJIAIIEHUS), AEI0Bas
(cmyxeOHast) mepenucka M Jp. COCTaBIAIOTCA W OQOPMISIOTCS CHelHalbHbIE JOKYMEHTHI,
CBSi3aHHBIE C  IUIAHHpPOBAaHMEM  0Opa30BaTENbHOW  JIEATENBHOCTHM W OCYIIECTBJICHHUEM
XO3AWCTBEHHBIX MEpPONPUATHH, BeACHUEM YueOHO-TIeNarornyeckoro ydera, OpraHu3almei
JIeTIOTIPOU3BOICTBA 00111€00pa30BaTEIbHOM OpraHn3aliuy, o0ecreueHueM OyXrajaTepcKoro yJerTa.



2.2. JIoKyMEHTBl MOTYT CO3/1aBaThCsi Ha OyMa)XHOM HOCHTEIE W B JJIGKTPOHHONH Qopme ¢
COOJIIOJICHUEM YCTAHOBJIGHHBIX IpaBWiI 0(opMIIeHUsT TOKYMEeHTOB. [Ipu co3maHum JOKyMeHTa Ha
IBYX U 00Jiee CTpaHUIaX BTOPYIO U MOCIEIYIONINE CTPAHULIBI HyMEPYIOT.

2.3. Homepa cTpaHuUIl MPOCTABISIIOTCS MOCEPEIMHE BEPXHETO MO JOKYMEHTA Ha PAaCCTOSHUU HE
MeHee 10 MM OT BepxHero Kpas Jucta. Jlomyckaercss co3gaHue IOKYMEHTOB Ha JIMIEBOU WU
00OpOTHOM CTOpPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JJaHUHU JIOKYMEHTOB IIUPHHA JICBOTO TIOJISI HA JIMIIEBOI CTOPOHE JIUCTa
Y TIPABOTO I0JIsi Ha 00OPOTHOM CTOPOHE JIMCTA JOJDKHBI OBITH PaBHEI.

3. PekBU3UTBHI TOKYMEHTOB
3.1. Jlns peKBH3WTOB JOKYMEHTOB, CO3/IaBaeMbIX B 0O0IIe00pa30BaTENbHON OpraHU3alIHH,
YCTaHABJIMBAIOTCS NpaBuia U TpedoBanus B cootBercTBuu ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTa ONPEIEISETCS €ro BUIOM U Ha3HAUYCHHUEM.
3.3. Ilpu moaroroBke M OQOPMIEHHH JOKYMEHTOB B IIIKOJE HWCHOJB3YIOTCS CIEAYIOIINE
PEKBU3UTHI:

e Ko GOpMBI JOKYMEHTA;

e HAaWMEHOBAHHE IIKOJIBI,

e CIIPaBOYHBIE TAHHBIE O IITKOJIE;

e HAaWMEHOBAaHHWE BHJA JIOKYMEHTA;

e J1aTa TOKYMEHTA;

e PErHCTPallMOHHBIA HOMEpP JTOKYMEHTA;

e CCBUIKa Ha PETUCTPAITMOHHBINA HOMEDP U JIaTy TOKyMEHTA,

e MECTO COCTaBJICHUS (M3JaHUs) JOKYMEHTA;

e ajpecart;

e rpud yTBEpPKIECHUS JOKYMEHTA,;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHJIOKEHHH;

e rpud coriacoBaHus JOKyMEHTa;

e BU3a;

e TOJIMUCE;

e OTMETKa 00 3JIEKTPOHHOH MOAIHUCH;

e IICYaTh;

e OTMETKa 00 UCIOJIHUTEIIE;

e OTMETKa O 3aBEPEHUH KOIMH;

e OTMETKa O MOCTYIJICHUU JOKYMEHTa;

e pe3oJIoLus.

4. BAraHKH JOKYMEHTOB
4.1. JTokyMeHTBbI, cO3/1aBaeMble B 00I1e00pa30BaTeIbHOM opraHu3aiuu, 0GopMIISIOTCS Ha Ol1aHKaX,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX ucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JIOKYMEHTOB (TaONMUIBI, CXEMBbl, CMEThI) JOIMycKaeTrcss OQOpMIATh C
ucnonb3oBanueM (Gopmara A3 (420x297mm). JIOKyMEHTHI, COCTABISIOIINE BHYTPEHHIOIO
nepenucky, opopMIIIOTCS Ha CTaHAApTHBIX JucTtax Oymarum ¢opmara A4 (210x297 mm) Ge3
UCMOJIb30BaHUS OJIaHKOB.
4.2. KaxxJplil TUCT AOKyMeHTa, 0(OpMIIEHHBIN Ha OjaHke MM 6e3 Hero, J0JDKEH MMETh MO He
MeHee:

e 20 MM - 11€BOC;

o 10 mMm - mpaBoe;

e 20 MM - BEepXxHEE;

e 20 MM - HHXKHEE.



4.3. loxymMeHTBl JuIuTenbHbIX (cBbime 10 JIeT) CpOKOB XpaHEHHs AOJDKHBI UMETh JIEBOE MMOJIE HE
meHee 30 M.
4.4. Bunpl 61aHKOB IOKYMEHTOB, IPUMEHSIEMBIX B IIIKOJIE:

e 0OmMiA OJIAHK;

e OJIaHK IIHCHMA;

e ONaHK KOHKPETHOTO BHJa JOKyMeHTa (OJlaHK TmpHKa3a, OJaHK pacHoOpsDKEHUs, ONaHK

MPOTOKOJIA U JIP.)

4.5. OOpa3upl pa3pabOTaHHBIX M MPHUMEHSIEMBIX B IIKOJE OJIAHKOB TMOJUICKAT BKIIOYCHHIO B
MHCTPYKIHIO 0 JEJIONPOU3BOACTBY 00111€00pa30BaTeIbHON OpraHU3aluy B Ka4YeCTBE MPUIIOKEHUM
(npunoxxenue 3 Ha 3 McTaX).

5. Ilpuka3spl

5.1. Ilpukazamu oQOpPMIIAIOTCS pELIEeHUsI IO ONEpPaTUBHBIM, OPraHU3ALUOHHBIM, YYEOHBIM,
KaJIpOBBIM (TpuiIokKeHHE 2 Ha 9 TUCTax) U IPYTUM BOIIpOCcaM pabOThI IIKOJIBI.

5.2. TIpoekThl TPHKA30B TOTOBAT OTBETCTBEHHBIC WCIOJIHHUTEIM HA OCHOBAHWU MOPYYCHUH
JTUPEKTOpa, ero 3aMectuteneid. [IpoekTel MpruKa3oB MO JIMYHOMY COCTaBY TOTOBUT CIEHUAIMCT IO
KaJIpaM.

5.3. B mpuka3zax TeKCT u3iaraercs ot mepBoro juia equactBennoro ncia («[IPUKA3BIBAIO).
5.4. Tekcr mpukasa MOXET COCTOSTh M3 JBYX 4YacTeil: KoHcTatupyroueid (mpeamOyibl) u
pacrnopsSAUTEIHHOM.

5.5. B koHcraTupyromeld YacTH KpaTKO W3JIaraloTcs IMend W 3anad, (akTel U COOBITHS,
MOCIYKUBIIIHE OCHOBAaHHMEM U1l M3JaHus mpukaza. OHa MOXKET HaYMHAThCs cioBamu "B memnsax",
"B cootBerctBun", "Bo wucnomnenune", m 1.1, Ecnm mpukas u3gaeTcs Ha OCHOBAHUM JPYroro
JOKYMEHTA, TO B KOHCTATHUPYIOIIEH YaCTH YKa3bIBa€TCs HAMMEHOBAHUE ITOrO IOKYMEHTA, €ro JaTa,
HOMep u 3arosioBok. [IpeamOysa B mpoekrax mpukaszoB 3aBepiraercs cioBoM «[IPMKA3BIBAIOy,
KOTOpOE MeyaTaeTcs 3arjiaBHbIMUA OyKBaMH.

5.6. PacnopsiaurenbHas yacTh JOJKHA COJAEPXKATh MEPEUMCICHHE MPENNUChIBAEMbIX JIEHCTBUM ¢
YKa3aHUEM HCIHOJIHUTENS KaXIOro IeHCTBUS W, NMpPU HEOOXOAMMOCTH, CPOKOB HCIOJHEHUS.
PacniopsinuTenbHast 4yacTh JENUTCS Ha MYHKTHl M TOJIMYHKTHI, KOTOPbIE HYMEpPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS OJHOPOIHOTO XapaKTepa MOTYT ObITh EPEYUCIICHBI B OJTHOM ITyHKTE.

5.7. B xayecTBe WHCIIOJIHUTENEH YKa3bIBAIOTCS 3aMECTUTENN IUPEKTOpa, Mpeaceraresd Wid
PYKOBOIUTENH Pab0UYUX rpyIil (KOMUCCHIA).

5.8. Ecnu npuka3 u3MeHseT paHee U3JJaHHbI JOKYMEHT (IIYHKThI JOKYMEHTa), TO OJUH U3 IYHKTOB
pacnopsaUTEeNbHOM YacTH TeKCTa JOKEH COAepkKaTh CChUIKY HAa U3MEHSEMbIN TOKYMEHT (IIyHKTHI
JOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecnu mpuka3 oTMeHsieT ACHCTBHE paHee W3JAaHHOIO JOKyMEHTa (IIYHKTOB JIOKYMEHTa) C
ONPENIETICHHOM aThl, TO OJUH U3 IIYHKTOB PACIOPSAUTEIbHON YaCTH TEKCTa JIOJKEH HAUYMHATHCA
cnoBamu "llpu3HaTh yTpatuBIIMM CHily...", Jajee yka3bIBaThbCsl J1aTa, HOMEP U 3arojIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (MyHKTa JOKYMEHTa), a TaKXke JaTa, ¢ KOTOPOM OTMEHsIeTCs ero JeHCTBUE.
Ecnu npata we yka3zaHa, TO JeiCTBHE paHee H3JAHHOTO JOKYMEHTa (IyHKTHI JIOKYMEHTA)
OTMEHSETCS ¢ JaThl U3AAHKS HOBOTO MpPHUKa3a.

5.10. Ecnu npuka3 oTMEHsSIeT paHee U3AaHHbIA JOKYMEHT C MOMEHTA U3JJaHUs, TO OJUH U3 MyHKTOB
pacnopsaUTENbHOM 4YacTH TEKCTa JOJDKEH HadyuHaTbes cioBaMu "OTMEHMTH..." M yKa3bIBaTbCA
JiaTa, HOMEpP M 3aroJI0BOK paHee N3/IaHHOTO TOKYMEHTA.

5.11. Ecau mpuka3 mpeanojaraeTcst BBECTU B JIEHCTBHE HE ¢ MOMEHTA €ro M3JaHus, He0OX0IUMO
yKa3aTb CPOK BBeleHHUs e€ro B neictBue. [locneqHuil MyHKT pacnopsIUTEIBHOM 4YacTH MOXKET
COJZIep’KaTh CBEJEHUS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a MCIIOJIHEHUEM
IIpHUKa3a.

5.13. IIpukaspl MOJMUCHIBAIOTCS TOJBKO TUPEKTOPOM 00I11e00pa3oBaTebHON OpraHu3aluy WIN
pabOTHHUKOM, UCTIOJHSIOIIUM €ro 00s3aHHOCTH.



5.14. OTBETCTBEHHOCTh 32 OOecreueHue CBOCBPEMEHHOW M KAaueCTBEHHOM MOJATOTOBKH IMPOEKTOB
IIPUKa30B U MX COIJIACOBAHME C 3aMHTEPECOBAHHBIMM pPaOOTHUKAMU U OpPraHU3alUsSMU HECYT
aBTOPBI IIPOEKTA MIPUKA3a.

5.15. PerucrpanyioHHble HOMEpa MPUCBAMBAIOTCS IPUKa3aM IO MOPAIKY HOMEPOB B IIpenenax
KaJIeHJApHOTr0 roja.

5.16. [lata peructpanmu npukasa sSBISETCS JaTOW €ro MOAACAHHSL.

6. [IpaBujia, MoJI0KEHUsI, HHCTPYKIIUH

6.1. IlpaBuiia — HOPMATHBHBIM aKT, ONPEACISIONINNA MOPSAIOK KaKOTO-THO0O0 BHIA JCATEIBHOCTH,
YCTaHABJIMBAKOLIMNA WM 3alIPEUIAIOIINI ONPEICIICHHOE MOBEACHHUE.

6.2. [TonoxeHne — HOPMATHBHBIN aKT, JETALHO PErJIAMEHTHUPYIOIINA IPABOBOM CTATYC, MOPSIIOK
OpraHM3aliy U MpoLeaypy KaKoro-amoo Buja e TeIbHOCTH.

6.3. UHCTpyKIIMsST — HOPMATHBHBIN aKT, W3JaBacMbIii B IEJISAX PA3bICHEHUS W ONPEICIICHUS
MOPsIIKa TPUMEHEHHUsI COOTBETCTBYIOIEIO0 HOPMATHBHOIO aKTa JIMOO C LEIbI0 YKa3aHUsS HOPM O
croco0ax BBITIONHEHUS OTIPEICIICHHBIX OTlepaIuii (IeHCTBHN).

6.4. IlpaBuia, MOJOXKEHUS, WHCTPYKIIUU MMPUHAMAIOTCS (B 3aBHCHMOCTH OT BHJA JIOKYMEHTAa) Ha
VYmpasnstomiem coBeTe, 3acenaHusax [Ipodcoro3HOr0O KOMHTETa IIKOJBI W YTBEPIKIAIOTCS
JTUPEKTOPOM.

6.5. TopsmoK MOATOTOBKH NMPOEKTOB IMPABHJI, TOJIOKEHUS, HHCTPYKIIMH COOTBETCTBYET OO0IIEMY
MOPSKY MOJATOTOBKH MPOEKTOB MPUKA30B 00111€00pa30BaTEIbHON OpraHU3aIiy.

6.6. TexcT TpOEKTa IOJIOKEHUS, TPaBWI, WHCTPYKIMH TI€YaTaeTcsl Ha YUCTOM JIHCTE Oymaru
dbopmata A4.

6.7. OTTUYIATETHLHBIMA XapaKTEPUCTHKAMH TEKCTOB TIPABHJI, TTOJI0KEHHUS, HHCTPYKIIUH SIBIISTFOTCS:

e TOYHOCTb MPUMEHSAEMBIX (POPMYIHPOBOK O€3 HCIOIB30BAHUS CJIOB M MOHATHUN, UMEIOLIUX
MHOYECTBEHHBIN CMBICIT,;

e HCIOJIb30BaHUE KOPOTKHUX MPEIIOKEHUN, OOUIETIPUHATHIX BBIPAXKEHUN U CBS30K, MpPH
HEO0OXOIMMOCTH - MPEIBAPUTENILHOE OIpPEAEICHHE HCIOIb3yEeMbIX MOHSATHH, COKpAIICHUI,
ab0peBuaryp;

e OMHCAHHWE BCEX BO3MOXKHBIX BapHaHTOB COOBITUH KM COOTBETCTBYIOIIUX WM BapUaHTOB
NEUCTBHI, T.€. MOJHOTA MPEACTABICHUS HHPOPMALIHH;

e CTPYKTYpUPOBAaHHOCTb TEKCTAa C LEJIbI0 JOCTHXKEHHUS HAWIydllled IOCJIeI0BAaTEIbHOCTH
W3JI0KEHUS MaTepuaa;

e MUHUMH3ALUSA TEKCTa C MOMOIIbI0 MPUMEHEHHUs 00001eHuit (0030poB MpenoiaraeMbix
JEWCTBUI) U IPUMCHEHUE TIEPEUNCIICHIH (3a/1a4, STaloOB, YCIAOBHM U T.JI1.).

6.8. B 3aBHCHUMOCTH OT CJII0)HOCTH U 00BbeMa pa3padaTbiBa€MbIX MPABUIL, TOJI0KEHHSI, HHCTPYKLIUN
- TEKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, IYHKTbl U NOJAMYHKTHI. [J1aBbl JOKHBI UMETh HA3BAHMUSL.
Hymepanus npousBoautcs apabckumu nudpamu.

7. IIpoToxoJ 3acenaHusi (COBeIAHMS)

7.1. IIpoTOKOJI — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BONPOCOB U NMPHUHATHUSA
peleHnit Ha coOpaHMsIX, COBEIAHUAX, KOH(DEPEHIMAX U 3aCeJaHUIX KOJUIETHaIbHbIX OPraHOB.

7.2. Tlporokon 3acemanus (coBemianusi) - (Aanee - MPOTOKON) O(OPMIISETCS HA YHUCTOM JIHCTE
Oymaru gopmara A4.

7.3. PexBU3HT - "TeKCT AOKyMeHTa". PEKBU3UT COCTOUT U3 JIBYX YacTeil: BBOJHONW U OCHOBHOM.

7.4. Bo BBOAHOW  yacTW  yKa3bIBAIOTCA  WHULIMANGL, GaMMIMM U JOJDKHOCTH
npeJcenaTeabCTBYIOIIEr0, CeKpeTapsl, MPUCYTCTBOBABIINX HA 3aCE€AaHUU U, MPH HEOOXOJUMOCTH,
JIILL, IPUTJIAIIEHHBIX Ha 3acejaHue (COBEIIaHue).

7.5. BBojgHas dacThb MNPOTOKOJA 3aKaHUYMBAETCS IIEPEUYHEM pPACCMATPUBAEMBIX BOIIPOCOB,
IIEPEUUCIIEHHBIX B TIOPAJKE UX 3HAYMMOCTM C YyKa3aHUEM JOKJIAJUUKa [0 KaKJIOMY
paccMaTpuBaeMoMy Bompocy. Borpocsr popmynupyrores ¢ npeamorom "O" ("O6"), nedatarorcs oT
T'PaHUIIBI JIEBOTO MOJISI U HYMEPYIOTCSA apaOCKUMH LU(paMHU.



7.6. OcHOBHasi 4acTh IMPOTOKOJA COCTOMT W3 PA3/eNioB, COOTBETCTBYIOIIUX pPacCMaTpUBAEMbIM
BOIIPOCAM U MX HyMEPALUH.

7.7. TekcT NpOTOKOJA U3JaraeTcsi OT TPETHEro JMIla MHOKECTBEHHOro uucia ("ciymamu",
"BoicTynmu", "nmocranoBunu”, "pemman").

7.8. IIpoTOKOI MOAMUCHIBACTCS JIMIIOM, MPEJCEeIaTeIb,CTBOBABIINM Ha 3aceaHUM (COBEUIaHWUHN), U
cekpeTapéM 3aceaHus (COBELIAHNUA).

7.9. Ilpu OTCYTCTBMM CEKpeTapsi 3acelJaHHs, B TOM YHWCIE TPH MPOBEACHUU OINECPATHBHBIX
COBELIAHUH, JIONYCKAETCS MOAIMUCAHUE IPOTOKOJIA TOIBKO MPEICENATENbCTBYOLIMM.

7.10. Tekct mpoTOKONA MOJDKEH OBITH MOATOTOBIIEH HE MO3JHEE TPEX THEW CO IHSA 3acelaHusl.
[IpoeKTbl  COOTBETCTBYIOIIMX MYHKTOB IPOTOKOJA BU3UPYIOTCA  JOJDKHOCTHBIM  JIMLIOM
OTBETCTBEHHBIM 3a IIOJTOTOBKY.

7.11. Jlata mpoTOKOJIa J0J)KHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUS (3acelaHus).

7.12. Komuu TPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPraHU3aIlMsiIM M JOJDKHOCTHBIM
JUIIAM B COOTBETCTBUU C YKa3aTeJIE€M paCChUIKHM, KOTOPBIM COCTaBISET CEKpeTapb 3acelaHMs
(coBemanusi).

8. lnan
8.1. Ilitan — JOKyMEHT, YCTaHABIMBAIOIINN TIepeUeHh HAMEUCHHBIX K BBITIOJIHEHUIO MEPOTPHSTHIA,
WX MTOCIIeIOBATEILHOCTh, 00bEM, CPOKH, OTBETCTBEHHBIX HCIIOTHUTEIICH.
8.2. Ilmam odopmiseTcs Ha Jymcre Oymarm ¢opmara A4 ¢ HCIOIB30BAHUEM  CICIYIOIIAX
PEKBH3UTOB:

e HAMMCEHOBAHHE ITKOJIBI;

e Tpu( yTBEpKIACHUS JOKYMEHTA;

e J1aTa TOKYMEHTA;

e PErHCTPallMOHHBIA HOMEpP JTOKYMEHTA;

e HAaWMEHOBAaHHWE BHJA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e HAWMEHOBAHUE JIOJDKHOCTH;

e TIOJIHCH.
8.3. PexBu3utr — "Tekct mokymeHTa" oopmisieTcss B BUIe TaOIHIbI ¢ Tpadamu:

e HOMEp IYHKTA IJIaHa;

e HAWMEHOBAHUE MEPOIPHSITHS;

e CPOK HCIIOJIHCHHS,

e HCIIOJIHUTEIb;

e TIpUMEYaHUE.

9. Oryer
9.1. OTueT — JOKYMEHT, CoJiepXkKalluil CBEJCHUS O Pe3yJbTaTax JesITeIbHOCTH 3a ONpe/IeeHHbIN
NepUO/]] BpEMEHH, BHITIOJIHEHHN MEPOIPUSTUH, IOPYUCHUH, 3aJaHNH, TIIAHOB.
9.2. Ortuetsl, NpenOCTaBIsEMblE B OpraHbl IOCyJapCTBEHHOW BJIACTH (B TOM 4HUCJIE B OpraHbl
rOCyJapCTBEHHOM  CTaTUCTMKM) W  HUMEIOIIME  YCTAHOBJEHHYIO  IPAaBOBBIMH  aKTaMH
rOCyJapCTBEHHBIX OPraHOB (OPMY, CO3JIAIOTCS MO0 YCTaHOBJIEHHOW IOCYJapCTBEHHBIMH OpraHaMu
¢dopme U B orpeIeIEHHOM UMH MOPSIIKE.
9.3. Otuérbl, mpenocTaBiIsieMble COTPYAHUKAMU IIKOJIbI B XOJ€ BHYTPEHHErO B3aMMOJEHCTBUS,
CO3/IAI0TCsI 110 MPaBUJIaM, YCTAaHOBJIECHHBIM JUISl CO3/IaHUS CITYKEOHBIX 3alHCOK.
9.4. Otuersl odopmisitorcss Ha jucte Oymaru ¢opmara A4 ¢ HUCNOJNB30BAaHUEM CIEAYIOIIHUX
PEKBU3UTOB:

e HAaWMEHOBAHUE IIKOJIBI;

e JlaTa JOKYMEHTa;

e PEerucTpalMOHHBIA HOMEP JOKYMEHTa;

e HAaWMEHOBAHHUE BHJIA IOKYMEHTA;



e 3aro0JIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA;

e OTMETKA O IPUJIOKEHUU (IIPU HATUYHUN);

e HAMMEHOBaHME JOJDKHOCTH;

e TIOJIUCH.
9.5. B Texcre oruéra B 00s3aTENBbHOM MOPSIKE JOIDKHO COJAECPXKAaThCS YKa3 Ha IEATEIbHOCTb,
MEpOIIPUATHE, BBIJAHHOE MOpYYEHHE, 3aJlaHue, MYHKT IUIaHa, MOJJIeXKAllui BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHHHM, B TOM YHCIE C YyKa3aHMEM Ha COOJIOJEHUE WIM HapyLIeHHE
WCIOJIHUTENBCKOW  JUCLMILJIMHBI, YCTAaHOBJIEHHBIX CPOKOB HCIIOJIHEHUSI U HaJyleKallee
npenocTaBieHne  MHQOpPMAlUWU, HEOOXOAMMBIX  MaTepHaioB  (TIPOEKTOB  JOKYMEHTOB)
COMCIIOJTHUTENSIMH (IIPU YYACTHUH HECKOJIBKUX HCIIOTHUTENEH).

10. Mucsmo
10.1. [lucema roToBsSTCS KakK:

e OTBETHI O BHINOJIHEHHH TIOPYIECHUH BBIIIECTOSIINX OPTaHOB UCTIOJTHUTEIHHOM BIIACTH;

e OTBETHI HA 3aMPOCH OPraHU3AINHA, TPEANPHUATHNA U YACTHBIX JIUII;

e HMHHIUATHBHBIE MUCHMA.

10.2. Cpoxu MOATOTOBKH OTBETHBIX ITHCEM:

e ¢ KOHKPETHOW JaTOW MCIIOJIHEHUS, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHHM C pE30JIIONUEH IUPEKTOpa M ero 3aMecTHTeNed Ha OCHOBAaHHUH
YCTQHOBJIEHHBIX CPOKOB WCIIOJIHEHHS TIOPYYEHH, 3allpOCOB WJIM TIO PEIICHUIO aBTOpa
PE30ITIOIH.

10.3. TekcThl OTBETHBIX MUCEM JIOJHDKHBI TOYHO COOTBETCTBOBATH 3a/IaHUM, 3a(PUKCHPOBAHHBIM B
pesostoru. CpoKH MOATOTOBKM MHUIMATUBHBIX IMHCEM OINPENENAIOTCS CaMOCTOSATEIBHO aBTOPOM
IIPOEKTa MUCbMa C Y4€TOM HEOOXOAUMOCTHU PELIeHUs KOHKPETHBIX 337a4 M (WIN) B COOTBETCTBUH C
TpeOOBaHUAMU 3aKOHOAATENIbCTBA, TOPYYEHUIMHU HETTOCPEACTBEHHOTO PYKOBOIUTEIIS.

10.4. TTucema meuartaroTcss Ha OnaHKe MHUChbMa OOIE0Opa30BATEIIHPHOM OPTaHHW3AIMUA C YTIIOBBIM
PacIoyioKeHNEM PEKBU3UTOB.

10.5. JlomonHWTENBHO K pEKBU3WTAM OJIaHKa MHChMa MpUH O(GOPMIICHHH THCEM B IIIKOJIC
UCIOJIb3YIOTCS CIEAYIOINE PEKBU3UTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHJIOKEHHH;

e BU3a;

e TOJMMUCH.

e OTMETKa 00 UCHOJIHUTEIE.

10.6. IIpu odopmieHun nucbMa Ha JBYX M 0oJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINUE CTPaHHIIbI
HYMEPYIOTCsI TIOCepeIMHE BEPXHETr0 MOJIS JIUCTa apabCKUMU LU paMu.

10.7. [lucpma nmoAMUCHIBAET JUPEKTOP MM pAaOOTHUKH, YIOJHOMOYEHHbBIE IIPUKA30M.

10.8. CnyxeOHble 3alTUCKU

10.9. B nensx ocymiecTBIE€HUs B3aUMOJICHCTBUS MEXJy COTPYAHHKAMU B paMKaX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJE NPUMEHSIOTCS clyXkeOHble 3anucku. CiayxeOHble 3alUCKU SBISIOTCS
CIPaBOYHO-UH(POPMALIMOHHBIMU  JIOKYyMEHTaMU. ABTOpaMHU CIYy)K€OHBIX 3alHMCOK SBISIOTCS
COTPYIHUKH 00111€00pa30BaTeIbHOM OpraHu3aluy.

10.10. CnyxebHas 3amucKa MOXET COCTAaBIATHCS MO YKa3aHUIO PYKOBOJCTBA WIM O MHUIMATUBE
KOHKPETHOTO COTPYAHHUKA.

10.11. Ilpu opopmieHuu cinyxeOHOM 3anmucKu 0(HOPMIISIOTCS CIEAYIONINE PEKBUZNUTHI:

e ajpecart;

e JlaTa JOKYMEHTa;

e HAaWMEHOBAaHHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;



e TEKCT JOKYMEHTA;
e OTMETKA O MPUJIOKEHUH (IIPU HAIUYUN);
e HAWMEHOBAHHUE JIOJDKHOCTH;
e TIOJIHCE.
10.12. CnyxeOHbIEe 3alMCKH MOTYT CO37aBaThCsl HA OyMa)KHOM HOCHUTENE W (WJIH) B AJIEKTPOHHOU

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBIAAETCA COTPYIHUKAM IIHKOJBI © OQOpMIISIETCS TIO IpaBUIIaM,
YCTaHOBJIEHHBIM Hactosimied MHcTpykunued mis mucem, ¢ yd4€ToMm TpeOOBaHUM I'pa)KIaHCKOIO
3akoHoiarenbeTBa Poccuiickoit denepaniy U HaCTOSILErO pa3eia.

11.2. TIpoeKkT [OBEPEHHOCTH TMOATOTABIMBACTCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyJeT BblJaHa, IOCJIe Yero Inepenaércss B KaHLEISAPUIO JUIsl HalpaBlieHUs Ha
MOANHCAHUE.

11.3. JloBepeHHOCTh TOMMHCHIBACTCS AUPEKTOPOM WIIM JIMIIOM, OCYHIECTBISIFOIIAM  €ro
MOJTHOMOYHSI (MCIIOTHSIONMM O0S3aHHOCTH), W CKpEIUIIeTCS Tedarhio o01ieo0pa3oBaTeabHOM
OpraHu3aliy.

12. loroBopbl, corjiamnieHusi, KOHTPAKTHI

12.1. JloroBopbI, corianieHusi, KOHTPAKTHI (J1ajee - JOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUHU
¢ TpeOOBaHUSIMU T'PAKIAHCKOTO, TPYIOBOTO, OFOPKETHOTO U MHOTO 3aKOHOaTeIbcTBa Poccuiickoit
denepany, B 3aBUCHUMOCTH OT PETYJIUPYEMBIX JOTOBOPOM IPABOOTHOIIECHUH W 00s3aTeILCTB
CTOPOH.

12.2. TlIpoekT moroBopa TMOATOTAaBIWBACTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YOPABJISIONIAM) C Y4€TOM HEOOXOIMMOCTH CBOEBPEMEHHOTO M KAadyeCTBEHHOTO OOCCIICUCHHS
WCTIOJTHEHUST CBOMX MOJTHOMOYHNH (00s3aHHOCTEH, (PYHKITHIT), TOTHOMOYHUHN TITKOJIBI B LIETIOM.

12.3. TlIpoekT moroBopa TMOATOTAaBIWBACTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIPABJISIONIAM) COBMECTHO CO CIEIUATUCTOM, K QYHKIHSIM (TIOJITHOMOYHSIM) KOTOPOTO OTHOCHTCS
pelIeHre BOIPOCOB, SBISIOUIUXCSA MPEIMETOM JIOTOBOPA, WJIM MHBIM COTPYIHHKOM MO HPSIMOMY
YKa3aHHUIO TUPEKTOpa 0011e00pa3oBaTeabHON OpraHu3aliiy.

12.4. HeoOxoauMmast /Uit IOATOTOBKH MPOEKTa JOTOBOpa MH(OpMaIis cOOMpaeTCcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABJISIOUIMM) B MOPSAIKE paboyero B3auUMOACHCTBUS C Y4ETOM MpaBUIL,
YCTaHOBJICHHBIX HacTosied MHCTpyKIuen.

13. IIpuHUMIIBI OPraHU3ANNH TOKYMEHT0000pOoTA

13.1. B J0KyMeHTOOOOpOTE BBIJIEISIOTCS CIEAYIOUIME JIOKYMEHTONMOTOKU: MOCTYyMAaroIiast
JOKyMeHTanusi  (BXojsmiasi), OTHOpaBisieMas JOKyMEHTauus (UCXOJsIiasl), BHYTPEHHSA
JOKYMEHTAIHSI.

13.1. B cocraBe BxoAsmied U HCXOAALIEH IOKYMEHTALIUH MOTYT BBIJICNATHCS JIOKYMEHTHI,
MOCTYIUBIINE W3 BBHIMIECTOSIINX, MOAPSAHBIX, MEAULIMUHCKUX U JAPYIMX OpraHU3alyii, OpraHoB
MECTHOTO CaMOYITpaBJIeHHUs, 0OpallleHus TPaXK/IaH.

13.3. OOpamienusi rpakgaH PErucTpUpPyrOTcs U (GOPMUPYIOTCS B Jela OTIEIbHO OT JPYTHX
JOKYMEHTOB 00I11e00pa30BaTeIbHON OpraHU3aIiy.

13.4. B mikone AocTaBKa M OTIpPaBKa JOKYMEHTOB OCYLIECTBIISIETCS CPEICTBAMU TMOYTOBOM CBSI3H,
3JIEKTPOHHOU CBSI3U, a TakXke 0 CHUCTEME JJIEKTPOHHOTo JoKyMeHTooboporta (mamee - COJI). C
MOMOIIBI0 TIOYTOBOM CBsI3U B 0OIIE00pa30BaTEIbHYI0 OPTaHU3AIUIO JOCTABISIETCS MHUCHbMEHHAS
KOPPECIIOH/ICHITUS B BUJIE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOueK, OaHIeposei u
MEJIKUX MAaKeTOB, a TAK)KE MeYaTHbIC U3/IaHus,.

14. llepBuyHas 00padoTKa MOCTYNAIOLINX IOKYMEHTOB

14.1. JoxkyMeHTHI, MOCTYyNAaOUIMEe B IIKOJIY, IEpPeAaloTCs Ha PETUCTPALMI0 CEKpPeTapro
0011e00pa30BaTeNbHON OpraHU3aluid M MPOXOJAT MEPBUUHYI0 0OpabOTKY B JI€Hb HOCTYIUICHUS,
IIPU MIOCTYIUIEHUHU B Hepabouee BpeMs - Ha cleayromuil pabounii aenb. [lpu nepBudHoii 00paboTke



JOKYMEHTOB IPOBEPSAETCS IPABUIBHOCTH ajapecoBaHus. OmMOOYHO MOCTYNUBLIME JOKYMEHTBI
IIEpPEChUIAIOTCA 110 IPUHAAJIEKHOCTU WIN BO3BPAIAIOTCS OTIPABUTEINIO.
14.2. JlokymenTsl, noctynusime ¢ ormetkamu "Cpouno", "Bpyunts HememienHo", "OnepatuBHo",
HE3aMEJTUTENBHO MPOXOIAT MEPBUUHYIO 00pabOTKy M JAOKJIAABIBAIOTCS AUPEKTOPY WM B CIIydae
€ro OTCYTCTBUS — 3aMECTUTENIO AUPEKTOPA IO HAIIPABIICHUIO JESITEIBHOCTH.
14.3. TloctynuBiime TeaerpaMMbl TPUHUMAIOTCS TIOJ TIOIKICH C TIPOCTABJICHUEM JaThl M BPEMEHU
IpreMa, perucTpUpyroTCcs 10 TEM K€ MpaBUjIaM, YTO U MHUCbMa.
14.4. DnekTpoHHBIE COOOIEHUs, aApEeCOBAHHBIC JUPEKTOPY WM HAINPABJICHHBIC B aJpeC IIKOJIBI,
pacrneyaThIBalOTCS U JOKJIAbIBAIOTCS AUPEKTOPY WM B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTEIIO
JTUPEKTOpAa.
14.5. DnexTpoHHBIE COOOIIECHUS, 3aBEPEHHBIC HJIEKTPOHHON MOMHCHIO, MOAIeKaT 00paboTKe 1o
MpaBUJIaM, IPETyCMOTPEHHBIM ISl TOCTYMarouei (BXos1el) JOKyMEeHTallNH.
14.6. TlocrynuBimas (BXonsmias) NOKYMEHTAIMsl pPAcHpelensieTcs Ha PETUCTPUPYEMble U He
MOJJIeKAaIlUe PErUCTPAlUN JOKYMEHTHI.
14.7. He moyiexxat perucTpaiuu:

e IIpUIJIACUTEIbHBIE, 03/IpaBUTENIbHBIE TMCbMA U TEJIErPaMMBl;

e OUJETHI,

e IUIAHBI U MPOTPAMMBI CEMHUHAPOB, KOH(PEPEHIIUI U JPYTUX MOJO0OHBIX MEPOIIPUSITHIA;

e JIOKYMEHTBl MO OyXrajarepckomMy y4eTy, MaTepuaibHO-TEXHHYECKOMY 00ecredyeHuro,

IJIaHOBBIE U (PMHAHCOBBIE TOKYMEHTBI, OCTYIAOIINE Oe3 COMPOBOIUTENLHOTO MHUChMA;

e pEKJIaMHbIe, KOMMEepUECKHE MPeII0KEHUS, B T.4. MOCTYIHUBIIHE 110 JIEKTPOHHOM MOYTE;

e TI€YaTHbIE U3/IAHUS;

e THCHbMA C IOMETKOM «JINYHOY.

15. Perucrpamusi, y4eT M PaccCMOTPeHHE PYKOBOAUTEJeM TMOCTYNAMMX (BXOASIIIHX)
JAOKYMEHTOB
15.1. TloctynuBmme (BXOASAIIME) JOKYMEHTHI PErHCTPHPYIOTCS TOJIBKO IIOCIHE€ W TEPBUYHOM
00pabOTKH M HE3aBUCUMO OT CIOCO0a UX TOCTaBKH.
15.2. Perucrpanusi — MpOCTaBJICHUE B HIDKHEM MPABOM YIIIy TIEPBOTO JICTA JOKYMEHTa OTMETKH
O TMOCTYIUICHMH C YKa3aHHEM JaThbl TOCTYIUICHWS W BXOJSIIETO PETUCTPAIIMOHHOTO HOMEpa
JOKYMEHTa C O00s3aTeIbHOM 3alMChI0 B JKYPHAI PETUCTPAIMU IOCTYMAOMECH (BXOASIICH)
nokymeHTanuu. CTpyKTypa perucTpaiiiOHHOTO HOMepa, MOCTYMAIONIero (BXOISIIET0) TOKYMEHTa,
COCTOMT W3 €ro TMOPSAAKOBOrO HOMEpa W HMHJICKCa Jella [0 HOMEHKJIAType el
0011e00pa30BaTeIbHOM OpraHN3aIUH.
15.3. Peructpamus BceX NOCTYNUBIIMUX (BXOMSIIMX) TOKYMEHTOB IPOMU3BOJUTCS B Tpeneiax
o0IIero JOKYMEHTONOTOKA. JIOKYMEHTBI, MOCTYIUBIIME B IIKOJY IO KaHajJaM (aKCHMHIbHON
CBSI3U, 00padAaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM MOPSIIIKE.

Tekct mocrynuBmiel TeneoOHOrpaMMBl  3alUCHIBACTCS B JKypHAJE PETHCTPAlluU
TeneOoHOrpaMM | NieYaTaeTcsl Ha JJucTe OyMaru Juis epeiadr Ha pacCMOTPEHHUE.
15.4. Tlocrynaromue (BXOSIIUE) JOKYMEHTBI IMIEPEIAIOTCS HA PACCMOTPEHUE PYKOBOJICTBY TOJIBKO
MOCJIE UX PETUCTPAIMH U MPEIBAPUTEIBHOTO PACCMOTPEHHUSI.
15.5. JIokyMeHTbI, MOCTYNMUBLIME B 0OLIC00pa30BaTEeNbHYI0 OpraHU3allMIo, M0 BOIpOCaM, He
TpeOYIOIIMM  PacCMOTPEHHs] AUPEKTOpa, HAMpPaBIAIOTCS pPabOTHHUKOM OTBETCTBEHHBIM  3a
JIeTIOTIPOU3BOCTBO LIKOJIbI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIpoca.
15.6. JlupekTop B pe30rOLMU ONpeAEseT JIMLl, OTBETCTBEHHBIX 32 UCIIOJIHEHHE IOKYMEHTA, U 1aeT
UM 1nopydyeHue. PaGOTHUK OTBETCTBEHHBIHM 3a JEIONPOM3BOACTBO HIKOJIBI MEpeaeT JOKYMEHT Ha
UCIIOJIHEHUE.
15.7. TlognmMHHMK JTOKYMEHTa C PEe30JIIOIUeN pyKOBOAUTENs 00111e00pa3oBaTebHOM OpraHu3aluu
HaMpPAaBJISIETCS UCTIOTHUTEINIO.
15.8. Tlpm HanMuMu HECKOJIbKUX HCIOIHUTENEH TMOMIUHHUK JOKYMEHTa TepeaaeTcs TOMY
WCIIOJIHUTENI0, KOTOPHIH B COOTBETCTBUM C YKAa3aHUSIMH T[I0 HCIIOJHEHUIO  SIBISIETCS
OTBETCTBEHHBIM, OCTAJIbHBIE HCIIOJIHUTENH MOJTy4alOT KOMHUIO JOKYMEHTA.



15.9. TMo/IMHHUK OOKYMEHTAa, KOTOPBIH HCHOJHSETCS HECKOJBKUMHU JOJDKHOCTHBIMHU JIMIIAMH,
MOJTy4aeT OTBETCTBEHHBIN NCHOTHUTENb. OCTaIbHBIM UCHIOTHUTEISIM MIEPEJAIOTCS KOTIHH.
15.10. MsroToBineHWe KOMUK JOKYMEHTA MJis TEpelayd COMCIIOIHHUTENSM OCYIIECTBISETCS
cekperapeM o0I11e00pa3oBaTeIbHON OpraHU3aIiH.
15.11. Pe3oJtoniusi COIEPIKUT:
e yKazaHHE [0 WCIHOJHEHHUIO, COJEpXKallee KpaTKOE OIMCaHHe HEOOXOAUMOTO IS
HCIIOJTHCHUS ACHCTBUS,
e YyKa3aHUE HA CPOK, B TEUEHUE KOTOPOro MO0 /10 HUCTEUEHHUS KOTOPOro HEOOXOIUMO
WCTIOJIHUTH TPEANMCAaHHOE JICHCTBHE;
e JIMYHYIO MOJMKUCH aBTOPA PE30JIIOLINY;
e JIaTy NPOCTABJIEHUS PE3OJIIOLINU.
15.12. YkazaHue Ha CpOK, B TE€UCHHE KOTOPOTO JHMOO 10 MCTEYCHHS KOTOPOrO HEOOXOIMMO
WCTIOJIHUTH TIPEANUCAHHOE JCWCTBUE, MOYKET HE BBIPAXKAThCS KOHKPETHOW IaTOW W CONEepKaTh
BBIPA)KEHUS: "B YCTAHOBIIEHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3oumroniust muteTcst Ha CBOOOHOM OT PEKBU3UTOB MECTE TIEPBOTO JIUCTA JOKYMEHTA.
15.14. B ciyuae, korja pe3oJioLus aJipecoBaHa HECKOJIbKUM COTPYAHHMKAM, TO OTBETCTBEHHBIM 3a
HCIIOJIHEHUE JOKYMEHTa B 1IE€JIOM SIBISETCS COTPYOHHUK, yKa3aHHBIH MEpPBBIM (BEPXHUM), JHUOO
COTPYZIHUK, B OTHOIICHUH KOTOPOTO CJIeNIaHa IIOMETKA O TOM, YTO OH SBIISIETCS OTBETCTBEHHBIM.

16. Opranu3anus padoTel ¢ OTHPABJASIEMbIMHU (MCXOASIIIMMH) TOKYMEHTAMH

16.1. Jlo mpemocTaBJIeHHs TPOEKTa OTIPABIAEMOro (MCXOJAIIEr0) JIOKYMEHTa Ha IOJIHNCH
JTUPEKTOPY WM WHOMY YIOJHOMOYCHHOMY B YCTAaHOBJICHHOM TIOPSIKE HA TOJIHCAHHUE JTUITY
OCHOBHOM HCTIOJHUTEIh MPOBEPSAET MPABMIBHOCTH O(MOPMIICHHS OTIPABISIEMOTO (HMCXOISIIETO)
JOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUSAM HacTosie MHCTpykuuu.

16.2. Ilpu moaroToBKE OTMPABIAEMOro (MCXOJSIIETO) JTOKYMEHTAa KaK OTBETa Ha TMOCTYIMHBIIHUMA
(BXOIAIIMI) TOKYMEHT HCIOJHUTENb MPHUKIAIbIBACT K MOATOTOBIECHHOMY IPOEKTY BXOMASIINN
JTOKYMEHT.

16.3. IIpoeKThI OTIpaBIAEMbIX (MCXOIAIINX) JOKYMEHTOB C YI€TOM COOJIIO/ICHUS YCTAHOBJICHHOTO
B PE30JIIOIMHM CpOKa MCIOJHEHHUs] TepefaroTcsl OTBETCTBEHHBIM HCIOJIHUTEIEM B OTJEIN
JIeJIONIPOU3BOICTBA (KAHIICSPHS, CEKpETaph) IIKOJIbI I HAIlpaBJICHUs Ha TOITUCaHHE.

16.4. TlommucaHHple OTHpABISIEMbIE (MCXOMASAIIME) JOKYMEHTBI, TIEpENaloTcs pPaOOTHHKY
OTBETCTBEHHOMY 33  JICJIONPOU3BOJCTBO  HIKOJIBI, KOTOPBIM  OCYHIECTBISIET  MPOBEPKY
KOMILJIEKTHOCTH ¥ COOTBETCTBHSI KOJHMYECTBA SK3EMIUIIPOB OTIPABISAEMOro (MCXOJSIIETO)
JOKYMEHTa CIIHCKY pAacChUIKH, a TakKXe IMPaBWIBHOCTh OGOpPMICHHSI JOKYMEHTa COTJIAaCHO
HACTOSIIIEN MHCTPYKIIUH.

16.5. B cinyuae HapymieHHss KOMIUIEKTHOCTH WJIM COOTBETCTBUSI KOJHMYECTBA, a Takke
MPaBUJIBHOCTH OQOPMIICHHS JOKYMEHTa COIJIACHO HACTOAIIEH WHCTPYKIIMH OTIpaBIsieMble
(ucxondmme) JOKYMEHTHl  HE3aMEUIMTENbHO  BO3BPAIIAIOTCS  paOOTHHKAMH  KaHLEISPUU
OTBETCTBEHHOMY HCIIOJHUTENI0 WIM B CIy4ae OTCYTCTBUS OTBETCTBEHHOTO HCIIOJHUTENS €ro
HEMOCPEJCTBEHHOMY PYKOBOIUTEIIO JUIsl yCTPAHEHUS! HAPYIICHUH.

16.6. JlokymMeHTBI TOCN€ HMX MOJAMUCAHHS AUPEKTOPOM WM HMHBIM YIOJHOMOYEHHBIM JIMIIOM
MepelaloTCs B KaHIIETSPUIO 00111e00pa3oBaTeIbHON OpraHu3aliy sl PETUCTPAIMK U OTIIPABKH.
16.7. Peructpanus oTnpaBisieMbIX (MCXOISAIINX) JOKYMEHTOB OCYIIECTBISIETCS MOCHE MPOBEICHUS
paboTHUKAMU KaHLETSPUH, OTBETCTBEHHBIMU 32 JETOMPOU3BOICTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHUSI KOJIHMYECTBA AIK3EMIUISPOB, a Takke MPaBUILHOCTH OGOPMIICHHS OTIPABISIEMOTO
(McxomAIero) T0KyMeHTa.

16.8. Peructpamusi co3gaBaeMbIX JIOKYMEHTOB OCYIIECTBISIETCS B JCHb TOJMUCAHUS WU
YTBEPXKACHUS TUO0 Ha CIEAYIONINI pabouuii 1eHb.

16.9. CBeneHus 0 pErucTpUPyEMbIX OTIPABISIEMBIX (MCXOSIINX) JOKYMEHTaX BHOCATCS B JKypHAT
perucTpaiyu OTpaBiIsieMoi (UCXOASIIeH) TOKyMEHTAIIUH.



16.10. PeructpanioHHBII HOMED U J1aTa OTIPABIIAEMOTO (MCXOSIIEro) JOKYMEHTa POCTABIISIOTCS
Ha TOJ/UIMHHHUKE JOKYMEHTa B PEKBHM3MTaX OJIaHKa M Ha JK3EMIUIApPE, OCTAIOLIEMCS B JIiele
0011e00pa30BaTeNbHON OpraHU3aIUH.
16.11. CtpykTypa perucTpaliioHHOr0 HOMEpa OTHPABISAEMOTO (MUCXOAAIIET0) JOKYMEHTa COCTOUT
U3 €ro MopsIKOBOI0 HOMEpa M MHJEKCA Jieia 0 HOMEHKIIAType JeJT IIKOJIBI.
16.12. OtmpaBka JOKYMEHTOB IPOU3BOAUTCS ILEHTPATM30BAaHHO pPAOOTHUKAMHU KaHIEISPUU
IIKOJIBI, KOTOPBbIE MPOU3BOAAT HMX COPTHPOBKY MO CIIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEeXAYHapOaHAs U Jp.).
16.13. IlucbMma, TenaerpaMMBbl, OTKPBITKH, OAHIEPOIIN U TIE€YaTHBIE U3JAHUS OTIIPABIISIOTCS TIOYTOM.
daxcorpamMmbl 1 Tese(hOHOTPaMMBI TIEPENAIOTCS 10 KaHaIaM TeJIe()OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIIEHUS OTHPABISIOTCS C O(QUIMAIBFHOTO MOYTOBOTO AIIEKTPOHHOTO
azpeca 001eo0pa3oBaTeIbHON OpraHU3allvi.
16.15. [Tucema, TemerpaMMmbl, OTKPBITKH, OaHAEepOIH, (haKCOTPaMMBI, IEKTPOHHBIE COOOIIEHMSI, HE
CBsI3aHHBIE C paboueil NesITeTLHOCTHIO, K OTIIPaBKE HE TPUHUMAIOTCS.
16.16. JlokyMeHTHI, OTIpaBIsIEMbIE CPEJCTBAMHU TIOYTOBOW CBS3U MPOXOIAT:
e YIIAaKOBKY;
e anpecoBaHue (MpU HAMPABJICHUH JOKyMeHTa Oojiee ueM B 4 ajpeca) — B COOTBETCTBUU C
yKa3aTeJeM PacChUIKH, Ha K&KIOM IK3EMIUIIPE MUChMa YKa3bIBAETCS TOJIBKO OJIMH aJipecar.
e TIPOCTaBJICHHUE CTOMMOCTH MOYTOBBIX YCIIYT;
e TIepenadvy B OYTOBOE OTACIICHHUE CBSI3H.
16.17. Tlpn moOATOTOBKE W OTIPaBKE MHCEM HEOOXOJAWMO YYHTHIBATh TPABWIIA, YCTAaHOBIICHHBIC
puKa3oM MuHHCTEPCTBA CBSI3M U MaccoBbIX KOMMYyHHKaIMil P® ot 31 urons 2014 r. N 234 "O6
yTBepkaeHnM [IpaBui okazaHus yciyT MOYTOBOM CBSI3H'.
16.18. /IokyMeHTBI, OTIPaBIsIEMbIC CPEICTBAMH ITOYTOBOM CBS3M B OJHMH aJIPEC, BKJIAIBIBAIOTCS B
OJIUH KOHBEPT.
16.19. Mcxopsimue MOKYMEHTHI, TpeIHAa3HAYCHHBIC IJIs OTHPABKH CPEACTBAaMH (HaKCUMUIBHOU
CBSI3H, OTIIPABIIAIOTCS paOOTHUKAMH KaHIESIPUH 00111e00pa3oBaTebHON OpraHU3aIliH.

17. Pa3paGoTka U BeJeHHe HOMEHKJIATYPbI Je]
17.1. JlokyMeHTaJbHBIN (POH]I IIKOJIBI — COBOKYITHOCTh JIOKYMEHTOB, 00pa3yIOIIMXCs B TIpoliecce
ero JaeAre’abHOCTU. JloKyMeHTanbHBbIH (DOHII IIKOJBI COCTaBISAIOT JOKYMEHTBHI, CO3/IaHHBIE B
o0mieo0pa3oBaTeIbHON OpraHu3ali W IOJYYEHHbIE €0 B pe3ylbTare B3aUMOJCHCTBHUS C
OpraHaMH TOCYJapCTBEHHOM BIJIACTH, OpraHaMU MECTHOTO CaMOYIPABJICHUS, IOPUIUUYECKUMU U
(bU3MYECKUMU JUIAMH.
17.2. Homenknatypa aen sIBJISETCS OCHOBOM (DOPMHPOBAaHMS JOKYMEHTAJIBHOTO (OHIA IIKOJBI H
IpejCTaBIseT Cco0OH CHCTEMATH3WPOBAHHBIA IEPEYEHb 3arojOBKOB (HAUMEHOBaHWN) [ei,
3aBOJIMMBIX B IIKOJIe, C YKa3aHMEM CPOKOB UX XpaHEHHUA, U O(OPMIECHHBIH B COOTBETCTBUU C
MPaBOBBIMU aKTaMH, PEKOMEHIAIMSIMU M METOAMYECKMMHU YKa3aHUAMH OpraHoB Poccuiickoit
Oenepanyu, YHIOJTHOMOYEHHBIX B cdepe TOCYyTapCTBEHHOTO YIPAaBJICHUS AapXUBHBIM JIEJIOM,
JIeIONIPOU3BOJICTBA U TOKyMEHTOO0OpOTAa.
17.3. Homenknartypa Jen COCTaBIIsIeTCS HA OCHOBE U3YUEHUS MOJIOKEHHUHM, MHCTPYKIIUHN U MIPaBUIIL, a
TakkKe JPYTUX JOKYMEHTOB, pEIVIAMEHTUPYIOUIUX JEeSATeNbHOCTh  0011e00pa3oBaTeNbHOMN
OpraHM3aliy, a TakKke HOMEHKIATyp JeNl 3a NPeIlIecTBYIONINE TOAbl U JOKYMEHTOB,
o0pa3yIuxcs B AeATeIbHOCTH 00111e00pa30BaTenbHON OpraHU3aIiHy.
17.4. HomeHknaTypa AeNl HCIOJb3yeTcs AJs TPYNIUPOBKU HCIOJIHEHHBIX JTOKYMEHTOB B Jena,
CUCTeMAaTH3aINH U y4eTa Jell, ONpeesIeHNs] CPOKOB X XPAaHEHHsI ¥ TIOUCKA JOKYMEHTOB, SIBIISIETCS
OCHOBOM ISl COCTaBJICHUS OTHCEH JIeN MOCTOSHHOTO U BpeMeHHoro (cBbiie 10 jer) xpaHeHus, a
TaKKe JUIs yueTa Jesl BpeMeHHOro (10 10 jeT BKIIOUUTENbHO) XPaHEHHUS.
17.5. HomeHkIaTypa Jiei BBOJAUTCS B ACUCTBHE MTPUKA30M T10 IIKOJIE.
17.6. HomeHKkI1aTypa JieJ TOTOBHTCS B TPEX IK3EMILISIPax:

e ISl IOMEIIEHUSI B HOMEHKIIATYPHOE JIENI0 ¥ MMOCTOSTHHOTO XPaHEHUS;

e IS UCTIOJIb30BaHUS B pabOTE OTAETIOM JIEIOMPOU3BOICTBA (KAHIIETIPHUEH);




e U XpAaHEHHUS B APXHUBE IIKOJIBL.
17.7. VI3 HOMEHKIAaTypbl J€] LIKOJbl OTBETCTBEHHBIM JIMLIOM 3a BEJICHHUE JEIOIPOU3BOJCTBA
Oo(OPMIISIFOTCSL BBIMMUCKH JUTSI KaXKJIOTO W3 TOJpa3AeNeHUl W OTAENOB 0O0IIe00pa3oBaTeIbHOM
OpraHu3aIuH.

18. ®opmupoBaHue e U UX TeKyuiee xpaHenue. [1oAroToBka 10KyMeHTOB M /1eJ1 K nepeaye
HA apXHBHOE XpaHeHHUe

18.1. ®opMupoBaHue JIen — TPYIMIAPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JIeJla B COOTBETCTBUU C
HOMEHKJIATYpO#i e 001eo0pa30BaTeIbHOM OpPraHU3aluy U CUCTEMATH3aIHs JJOKyMEHTOB BHYTPH
nena.

18.2. Jlena co mHS MX 3aBEeIEHUS JI0 MEPEIavyd B apXUB IIKOJIBI WM HA YHUYTOKEHUE XPAHSATCS 10
MecCTy uX (popMHUpOBaHUS.

18.3. Ilpuka3el 1O OCHOBHOW, aJMWHUCTPATHBHO-XO3SIMICTBEHHOW, Y4eOHO-BOCIIUTATEIHHON
JESITEIbHOCTH IIIKOJIBI, TPYIITUPYIOTCS OTACIBHO OT IMPUKA30B 10 JIMYHOMY COCTaBY PaOOTHUKOB H
10 JTUYHOMY COCTaBY 0OyUarONMXCsl (y4arnxcs/BOCITUTAHHUKOB).

18.4. Tlepemucka rpymmupyercst 3a MEpUOJ KaJleHJApHOTO ToJla W CUCTEMAaTH3UPYeTCs B
XPOHOJIOTUYECKOH MOCIIe0BATEILHOCTH.

18.5. TIpoBepka HATMYHUS U COCTOSIHHSI TOKYMEHTOB U JIeJ1 IPOBOJAMTCS MIPH TIEPEMEIICHNN e, TIPU
BO3Bpare e, PH PeOpraHu3alluil HiTH JTUKBUAAINH 0011e00pa30BaTeIbHOM OPTaHU3aIlHH.

18.6. B apxuB o00meoOpa3oBaTebHON OpraHu3aluu (Jajgee - apxXuB) IMepelarTcs Jena
MIOCTOSIHHOTO, BpeMEeHHOTO (cBhiIe 10 J1eT) CpOKOB XpaHEHUS U 10 JUYHOMY COCTaBy uepe3 3 rojaa
MOCIIe TO/1a, B KOTOPOM JIOKYMEHTHI OBLITH IIOMEIIEHBI B JIEJIO HAa XpaHEHHE.

18.7. Tlepenada JOKYMEHTOB B apXHB MPOU3BOIUTCS 10 YTBEPIKICHHBIM OIACSM JIEI.

18.8. IloaroToBka MOKYMEHTOB M [l K Iepenade Ha apXMBHOE XpaHEHHWE M HAa YHUYTOXKCHHE
npelycMaTpuBaeT:

e DKCHEPTHU3Y IIEHHOCTU JOKYMEHTOB;

e COCTaBJIEHUE OMUCEH JIeN MO pe3ysbTaTaM IKCIEPTU3bl UX IEHHOCTH;

e odopmieHHE N,

e COCTaBJICHUE AKTOB Ha YHUUTOXXEHHUE TOKyMEHTOB U JIeJ C UCTEKIIUMU CPOKaMU XpaHEHHUSI.
18.9. DkcnepTH3a EHHOCTH JOKYMEHTOB IMOCTOSSHHOTO M BPEMEHHOTO XPaHEHUS! OCYILECTBISETCS
©KEroJIHO JHIIOM (JIMIIaMH), HA3HAYEHHBIM IPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHHUE.

18.10. B neno momeraetcs He 6osiee 250 mcToB (TOJIIMHA Jieia TIPH 3TOM COCTaBIIsAeT He Ooee 4
cMm). [Ipu GOnBIIOM KOJIMYECTBE NOKYMEHTOB (OpMHUPYIOTCS ToMma (dacTw) aena. BHyrpu paena
JOKYMEHTBI pacrojarairTcs B XPOHOJIOIMYECKOM IMOpsAKE B COOTBETCTBUM C omHchio. B nema
MOMEIAI0TCA TOJIBKO UCTIOJTHEHHBIE, MPABUIBLHO O(OPMIICHHBIE TOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpPHU Jiejia pacIoJiaraloTcsi CBEpXy BHH3 B XPOHOJIOTUYECKOW, BOTPOCHO-
JIOTUYECKOM TOCIENOBATEIbHOCTH WJIM HMX COYETaHHWU. PacmnopsiiuTenbHbIE JOKYMEHTHI
TPYNIUPYIOTCS B Iefia MO BUJAM U XPOHOJIOTUHU C OTHOCSIITUMUCS K HUM MPUITIOKECHUSIMH.

18.12. Jluunble KapTOUYKH paOOTHUKOB (POPMUPYIOTCA B JIEJIO0 10 an(aBUTy (paMIIUN.

18.13. Odopmnenue pgena mnpeaycMaTpuBaeT: O(OpMIICHUE PEKBU3UTOB OOJOXKKH Jela I0
yCTaHOBJICHHON (opMe; HyMEpalui0 JTUCTOB B Jiel€ KapaHAAIlOM B BEPXHEM IIPaBOM YIIy;
COCTaBIIEHUE BHYTPEHHEH OMUCU JOKYMEHTOB JieNa, MOIINBKY U meperuieT aeia. JIuct 60bmoro
dbopmara, MOAMIUTHIA 3a OOUH Kpal, HymMepyeTcsl KaKk OJWH JIHCT B MPAaBOM BEPXHEM YIIy.
JlokyMeHTBI ¢ COOCTBEHHOUM HyMepalliel JTUCTOB, B TOM YHCJIe TIeYaTHbIe U3JaHus, HyMEPYIOTCS B
o011eM nopsijike.

18.14. JIucTel fem, COCTOSIINUX U3 HECKOJIBKUX TOMOB WJIM YacTel, HyMEPYIOTCS MO KaXJA0OMy TOMY
WJIM YaCTH OTAETBHO.

18.15. Tlocne 3aBepiieHUs HyMEpalWH JIMUCTOB COCTABIISIETCS 3aBEpPUTENbHAs HAMAIMUCh, KOTOpas
pacmonaraercs B KOHIIE Jefia. 3aBepuTeNIbHas HAMHUCh COCTABIISETCS B Jieie Ha OTAEIHHOM JIMCTe-
3aBepuTeNe Jena.



18.16. B 3aBepuTenpHOW HaamucH HU(PpPaMU U MPONHUCHIO YKA3bIBACTCS KOJIMYECTBO JIMCTOB B
JAHHOM Jiesie. 3aBepuTelbHAas HAAIUCh IOANUCBHIBAETCS €€ COCTaBUTEIEM C YKa3aHUEM
pacmuppoBKA TMOJNUCH, AODKHOCTH M JaThl COCTaBjieHUsA. KoIudecTBO IHCTOB B Jeje
IPOCTaBIIAETCS Ha 00JIOKKE JieNla B COOTBETCTBUU C UTOTOBOI HA/AIIUCHIO.

18.17. PexBu3uT "Cpok XpaHeHHs Jena" MEPEeHOCHTCS Ha OOJOXKKY Jielia U3 COOTBETCTBYIOLICH
HOMEHKJIATYphl JI€JI TOCJIE CBEPKU €ro CO CPOKOM XPAHEHHUS, YKAa3aHHBIM B IEPEYHE THUIOBBIX
JOKYMEHTOB WJIM B TIEpeYHE JOKYMEHTOB, 00pa3yIOUINXCs B JACATEIBHOCTH (ellepalbHOTO Oprana,
C YKa3aHUEM CPOKOB XPaHEHHUS.

18.18. Ha nenax moCTOSIHHOTO XpaHeHHS MUIIETCs: " XpaHUTh TOCTOSIHHO".

18.19. Ilpuem aen NMPOU3BOAUTCS COTPYAHHMKOM, YIIOJTHOMOYEHHBIM Ha BEICHHUE JEATEILHOCTH
apxuBa, C IMPOCTABJIIEHUEM B JIBYX 3K3EMIUISIpAaX OMHCH €]l OTMETOK O HaJIMYMU KaXJ0ro Jena (Ha
KaKJIOM 3K3EMIUISIpE OMUCH YKa3bIBA€TCS KOJUYECTBO (PAKTHUECKU NMPUHATHIX A€, JAara Ipuema-
nepeaayn Jell, a TaKkKe MOANUCH apXUBUCTA U COTPYIHHKA, IEPEABILIETO Jea.

19. 3axiI0uHTEeIbHBIE NOJT0KEHUS

19.1. Hacrosimas MTHCTpYKITUS 110 AETOTPOU3BOJICTBY SIBIISIETCS JIOKATbHBIM HOPMATHBHBIM aKTOM
0011e00pa3oBaTeIbHON OpraHu3anuy, npuHuMaercs Ha OOmeM coOpaHud paOOTHUKOB |
yTBEpKaaeTcs (BBOAUTCS B ACHCTBUE) IPUKA30M JUPEKTOPA 00IIe00pa3oBaTeILHON OpraHu3aliu.

19.2. Bce w3MeHEHHUsT W JIOTIOJHEHUS, BHOCHMBIE B HACTOSIIYI MHCTpYKIUIO, 0QOPMIISIOTCS B
MUCBbMEHHOM (popMe B COOTBETCTBUH ACUCTBYIOIINM 3aKOHOAaTeNnbecTBOM Poccuiickoit denepanun.
19.3. MHCTpyKIMS MO AENTOMPOM3BOJICTBY B INKOJIE TMPUHUMAETCS Ha HEONPEICTCHHBIH CpOK.
W3menenus u nononHeHuss kK MHCTpyKIMU NPUHUMAIOTCS B MOPsKE, IpeaycMOTpeHHoM 11.19.1.
Hacrosuen MHcTpyKuuu.

19.4. Tlocne mpunstus WHCTpyKnuu (Wau W3MEHEHUH W JIOTIOJIHEHHWH OTHIEIbHBIX MYHKTOB M
pa3zesioB) B HOBOM peqaKIuy IpeablIylias peJakius aBTOMAaTUYECKU YTPauyuBaeT CHUITY.



Tpunoowcenue Ne 1

IIpaBunia
o(popMiIeHHA PEKBU3HTOB JOKYMEHTOB

1. Jusg mNOATOTOBKM JOKYMEHTOB MPHMEHSETCS TEKCTOBBIM pENaKkTop, OOEeCIIeYHBAIONINIA
TpeOoBaHUs TPaPUUECKOTO BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugel u pasmepsl ucnoib3dyeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
MpUOIIMKEHHBIE K HUM.

3. Ilpy moAroToBKE TEKCTOB B TaONMUIAX, JJIA OOECHEYEHUs JIydlled YUTaeMOCTH IaHHBIX,
JOTIyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pasmepos 12,13.

4. lnana3oH UCIOJIb3YEMbIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 MOJIYTOPHOTO.

5. AG3anHblil OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJIOBKM pa3ziesioB U MOAPa3/esioB MeYaTaloTcs ¢ a03al[HbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS IO
LIUPUHE TEKCTA.

7. MHOrOCTpOYHbIE PEKBU3UTHI I€YATAIOTCA YE€pe3 OJUH MEXKCTPOUYHBIH WHTEpBaJl, COCTAaBHBIE
4acTH PEKBU3UTOB OTIEISIIOTCS TOTOJHUTENIbHBIM HHTEPBAJIOM.

8. Ecnu 1OKyMEHT TOTOBHUTCS AJIA M3JaHUS C YMEHbLIEHHUEM MacliiTada, TEeKCT IedaTaeTcsl yepes
JIBa MHTEpBaja.

9. UnTepBan Mex 1y OykBaMu B CJI0Bax - 0ObIYHBIN. MIHTepBan Mexay cioBaMU - OJHMH MIPOOEII.

10. TekcT HOKyMEHTa BBHIpaBHUBAETCS MO HMIMPUHE JIMCTA (10 TpaHUIaM JIEBOTO M MPaBOTo MHoJeit
JIOKYMEHTA).

11. JInmuHa camoii AJTMHHON CTPOKHM PEKBHU3UTA MPH YTIIOBOM PACIIOIOKEHUN PEKBU3UTOB HE Oojiee
7,5 cm.

12. JInuHa caMOil NJIMHHOW CTPOKH PEKBU3UTA IMPHU MPOJOJIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kon dbopMbl 1oKyMeHTa

Kon ¢popmbl nokymeHnTa npocTaBisieTcs Ha YHU(PUIUPOBAHHBIX OpMax JOKYMEHTOB, B OCHOBHOM
HCIOJIb3YeMBIX B KaJpOBOM JOKYMEHTOOOOpoTe MIKOjbl. Pacronaraercs xox (Gopmbl B IpaBOM
BEpXHEM yIriIy paboyero moyisi IOKyMEHTa, COCTOMT u3 cioB "dopma mo" (HaMMEHOBaHHE
kiaccudukaropa) u HUPpPoOBOTO KOJa.

Ilpumep - @opma no OKY/] 0301001.

14, HanMeHOBaHME IIKOJIBI

HauMeHoBaHME IIKOJBI JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHHMIO IOPHIAMYCCKOrO JIMIIA,
3aKpEeIICHHOMY B €ro  YYpEJUTENbHBIX JIoKyMeHTax (YcraBe o00ImeoOpa3oBaTeibHOM
opranu3zaiun). [1o]] HAUMEHOBaHKEM ILIKOJIBI B CKOOKAX YKa3bIBACTCSl COKpAIIEHHOEC HAUMCHOBAHHE
0011e00pa30BaTEILHON OpraHU3aIiH.

Hayx HaMeHOBaHHMEM IIKOJIBI - YKAa3bIBACTCS MMOJIHOC HAMMEHOBAHUE BBINICCTOSIICH OPraHN3aIliH.

15. CpaBoyHble JTaHHBIE O LITKOJIE

CrnpaBoyHble JJaHHBIE O LIKOJIE BKJIIOUAIOT B ceOsl: MOYTOBBIM aapec, Homepa TenedoHa, (akca,
azipec ANEKTpOHHOM mouThl, Kojx mkoiasl o OKIIO (mpocraBisercs mo OOmiepoccuiickomy
KJaccu(uKaTopy MpeanpusTHil U opraHu3anuii), OCHOBHON TOCYAapCTBEHHBIM perucTpariuOHHBIN
HoMmep (OI'PH), uneHTH(UKaMOHHBIA HOMEp HAIOTOIUIATENbIINKA/KOJ] IPUYMHBI TOCTAHOBKH Ha
Hasorossiit yuet (MHH/KIIIT).

16. HaumeHnoBaHue Buaa JOKYMEHTA

PexBM3UT wHcnonb3yeTcst A yKa3aHUs BHJA JIOKYMEHTa M pacrojiaraercsi MoJ PEKBHU3HUTOM
«HAaMEHOBaHUE 0011e00pa3oBaTeIbHON OpraHuzanuu». HanmeHoBaHWEe BHMJA JIOKyMEHTa HeE
yKa3bIBAa€TCsl B MUChMaX.




17. lata noxymeHTa

Jlatoil noKyMeHTa SIBIsieTCA JaTa ero mnojanucaHus (MpuKa3, MHChMO, 3alUCKa, aKT W Ap.),
yTBEp)KJCHUS (MHCTPYKLHUS, TMOJOXKEHHWE, NMpPaBWIIa, PErJiaMeHT, IUIaH, OTYET U Jp.), COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKyMEHTE (TIPOTOKOII).

Jlata TOKyMEHTa MPOCTABJISETCS JOJDKHOCTHBIM JIMIIOM, TOJIMMCHIBAIOIIUM WJIM yTBEPIKIAIOIIUM
JOKYMEHT, WIM TPH PETUCTPAllMH JOKYMEHTa, WM HEMOCPEICTBEHHO COCTABHTEIEM IIpU
MIOAATOTOBKE TOKYMEHTA (CyxeOHas 3amnucka, 3asBICHUE U Jp.).

JIOKyMEHTBI, U3JJaBa€MbI€ COBMECTHO C JIPYTMMH OpraHU3alUsIMU JOJDKHBI IMETh OJHY (EAUHYIO)
Jary.

Jary nokymenTta oopMIIsIOT apaObCcKuMu dpamMu B HOCIEI0BATEIBHOCTH:

e JIeHb Mecdla, Mmecdl, roia. JleHp mMecsna u mecsal oQOpPMIISIOT ABYMS IMapaMy apaOCKUX
uudp, pazleNeHHbBIMM TOYKOW; TOJ - YeThIppbMs apabckumMu IupamMu, HampuMmep:
01.12.2017. byksa "r" nocine udp He CTaBUTCSL.

e IIpU CIIOBECHO-IM(POBOM criocode opopMIIEHHs NaThl J€Hb MEcAlla YKa3bIBaeTCsl Mapoi
apabckux uudp, roj YeThlpbMs apadcKkuMu udppamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpanmoHHbIi HOMEP JOKYMEHTA

PerncrpanmonHslii HOMEp JOKYMEHTA MPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOW PETUCTpaluHy,
MIPUHATOM B IIKOJIE.

PeructpaiimoHHbIii HOMep MPUCBAUBAETCS TOKYMEHTY MOCIE ero MOoANUcaHus (YTBEpKICHUS).
Ccbuika Ha peruCTpallMOHHBIN HOMEp U 1aTy TOKYMEHTA

Ccplika Ha UCXOSAIINI HOMEp U AaTy JOKYMEHTa aJipecaHTa BKIOYaeT B ce0sl perucTpaluOHHbIN
HOMEp U J1aTy TOKYMEHTa, Ha KOTOPbIi J0JKEH ObITh 1aH OTBET.

19. MecTto coctaBneHus (M3aHus) JOKyMEHTa
MecTo cOCTaBJICHHS WU U3JaHKUS JJOKYMEHTA - "Topoy ..." - yKa3pIBaeTcs Ha OJaHKaX MPOTOKOJIOB
1 aKTOB, COCTAaBJISIEMBIX B 00IIe00pa30BaTeIbHON OpraHU3aIliH.

20. Anpecar

B pexBusute "Anpecar" Ucmonb3yoTcs oQUIMaIbHbIe HAUMEHOBAHHUS OPraHOB TOCYIApCTBEHHOU
U HCIOJHUTENBHON BIJIACTH, OPraHOB MECTHOTO CaMOYIpaBiieHUs, opraHuzauuid. Jlomyckaercs
HCI0JIb30BaTh O(PUIIMATIBHO MPUHATHIE COKpPAIICHHbIE HAMMEHOBAHMS OPraHOB rOCYIapCTBEHHOM U
WCIIOJIHUTENBHOM BJIACTH, OPIraHOB MECTHOT'O CaMOYIpPaBJIEHUs, OpraHU3aIIHH.

[Ipun agpecoBaHUM MOKYMEHTa JIOJDKHOCTHOMY M YAacTHOMY JIMIY WHHUIHUANBl CTaBITCS MOCIe
hamuun.

Ipumep - Pyxosooumenio OOO «Cmpoumensvy
Damunus U.0.

PexBu3ur "anpecatr" mpocTaBiisieTcsl B BepXHell IpaBoil yacTu JOKyMeHTa (Ha OJaHKe ¢ yrJIOBBIM
pacroyio)KeHUeM pPEKBU3UTOB) WJIM CIIpaBa II0J] pPEKBU3UTaMu OnaHka (MIpU MPOJIOJILHOM
pacroyioKeHUN peKBU3UTOB OnaHka). CTpOKM pekBH3UTa "ajapecar” BBIPABHUBAIOTCS IO JEBOMY
Kparo WIH LEHTPYIOTCS OTHOCUTENIBHO CAMOM JJIMHHOW CTPOKH.

IIpu agpecoBaHuM JOKyMeHTa 0e3 yKa3zaHUsS JOJDKHOCTHOTO JIMIIa HAaUMEHOBAHMs aJpecaToB
MULIYTCSl B UMEHUTEILHOM MaJIeKe, HAlIpUMED:

Opeanvl cmamucmuku 2opooa Mockewvl

IIpu angpecoBaHuM [TOKyMEHTa pPYKOBOJWUTENIO OpraHM3allid HANMEHOBAaHHE JIOJDKHOCTHU
yKa3bIBaETCsl B IaTEIHHOM TaJIeXkKe, HAPUMED:

T'enepanvromy oupexmopy OOO «H30anuey

Damunus U.0.



ITouToBEBII aapeC HC YKa3bIBACTCA B HJOKYMCHTAX, HAIIPaBJIACMbBIX B BbICIHHC OpPraHbl
FOC}’[[apCTBeHHOﬁ BJIaCTH, q)eI[epaJIBHBIe OpraHbl HMCIOJIHUTEIBHOM BIIACTH M UX TCPPUTOPHUATIBLHBIC
Oopratbl, OpraHbl FOCYI[apCTBeHHOI;'I W UCTIIOJIHUTEIIHHOM BJIACTHU, ITOCTOA MHBIM KOPPECCIIOHACHTAM.
[Tpu agpecoBaHny MHChMa B OPraHU3aIMI0 YKa3bIBAIOT €¢ HAMMCHOBAHHUE, 3aTEM TIOUTOBBIH ajpec,
HarpuMep:

T'ocyoapcmeennoe  yupesxcoenue  Bcepoccuiickuti  Hayuno-uccie0o8amenbCkuii  UHCIUMYM
O0OKYMEHMOBeOeHUs U APXUBHO20 0eld
Ilpopcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHum [JOKyMEHTa (PU3MUYECKOMY JIMIly YKa3bIBalOT (AMIIMIO W WHHUIIHAAIBI
IIOJIy4areis, 3aTe€M IIOYTOBBIN aIpec, HapUMep:

Ilemposy U 11
IIpouzeoocmeennas ynu., 0.5, ke.12,
2. Mocksa, 119633

PexBus3ut "Anpecar" He mODKEeH conepkarh Oojee derbipex anapecatoB. Crmoo "Komms" mepen
BTOPBIM, TPETbHM, YETBEPTHIM ajpecaTaMu He ykasbiBaeTcs. [lpu uucne aapecaroB Goiee 4-x
COCTaBJIISIETCS CIIMCOK PACChUIKHU JIOKYMEHTA.

Ecmm AOKYMCHT OTHPaBJIACTCA B HCECKOJBKO OJHOPOJIHBIX OpFaHI/ISaHI/Iﬁ Hnin B HECKOJBKO
CTPYKTYPHBIX MOJIpa3ieJIeHII OpraHa UCHOJHUTEILHOM BIACTH, TO OHU YKa3bIBAIOTCS 000OIIEHHO.
[Tpumep:

Pyxosooumensm yupeocoenuii CI10

20. 'pud yTBEp KACHMS JOKYMEHTA

I'pud yrBepkIEeHUS TPOCTABISIETCS B INMPAaBOM BepxHEM yriry mokymeHTa. CTpPOKH pEKBU3UTA
BBIPABHUBAIOTCS TIO0 JICBOMY KparO WM LEHTPUPYIOTCS OTHOCHUTEIHHO CaMOM ITMHHOM CTPOKH.
JIOKyMEHT  yTBEep)KJIAeTcsi  JOJDKHOCTHBIM  JIMIOM  (JIOJDKHOCTHBIMH — JIMIIAMH)  WIIK
pactopsANTEIILHBIM JOKYMEHTOM (ITOCTAaHOBJICHHEM, PEIICHUEM, ITPUKA30M, PACTIOPSHKEHUEM ).
[Ipu yTBep)kIeHMH JOKYMEHTA JOJHKHOCTHBIM JIMIIOM T'pHU(] YTBEPKICHHUS JODKEH COCTOSTH W3
cnoa YTBEPXJIAIO (6e3 kaBbluek), HaMMEHOBAHHWs JIOJDKHOCTH JIHMIA, YTBEPXKIAIOIIETO
JOKYMEHT, €0 TOAMUCH, MHUIIUAJIOB, ()aMUJIMHU U IaThl YTBEPKICHUSI.

[Tpumep:

YTBEPXJ/IAFO
Lupexmop MBOY Llxona Ne 1238
U.0. Pamunusa

21. laTa

[Ipu yrBEp)KI€eHNN TOKYMEHTA HECKOJIBKUMHU JOHKHOCTHBIMHM JIMLIAMH MX TOJANKUCH PaclionararTcs
Ha OJJHOM YPOBHE.

[Ipu yTBepkIE€HUU TOKyMEHTa PaCHOPSIUTENbHBIM JOKYMEHTOM TpHud YTBEpPXKACHUS COCTOUT W3
cnop YTBEPXJIEH (YTBEPXJEHO, YTBEPXJIEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBaHUEM BHUJA YTBEPXKJAeMOro JIOKYMEHTa, HAWMEHOBAHMS BHAA JOKyMEHTa B
TBOPUTEIBHOM MaJI€Ke, €ro JaThl, HOMEpA.

ITpumep:

VYTBEPX/[EHO
npukazom MBOY [llkona Ne 1238



om 01.03.2020 Ne 57
22. 3aroJioBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKoe COJep)KaHue JJOKyMEHTa. 3arojioBOK K TEKCTy IpHKa3a
dopmymupyercs ¢ npeiorom "O" ("O6") u oTBevaeT Ha Bompoc "o uem?"):

e 1puka3 (0 4eM?) 0 CO3JaHUHU KOMUCCUHY;

e 1puka3 (0 yem?) 00 yTBEpK/I€HUU IITaTHOTO PACIMCAHUS;

e 1ucHMO (0 yeM?) 0 mpeAoCcTaBICHUH HH(OPMAITUH.
3aroyioBOK K TEKCTY 0(OPMIISIETCS IO PEKBU3UTAMU OJIaHKA CJI€Ba, OT TPAHMIIBI JIEBOTO TOJIS.
HaumenoBanue (3arosioBok) OO aHHOTAIMS JOKYMEHTAa COCTABJISIETCS aBTOPOM ITPOEKTa
JOKYMEHTA.
3aroyIoBOK K TEKCTY MOKET HE COCTABJIATHCS, €CII 00BEM IOKYMEHTA He MPEBBIIIACT 4-5 CTPOK.

23. TekcT JIokyMeHTa
JIokyMeHTBI 00IIe00pa30BaTeIbHONW OpraHU3alliil COCTABIIIOTCS HAa TOCYIAPCTBEHHOM SI3BIKE
Poccuiickoit deaeparuu - pyccKkoMm.
TekcT MOKyMEHTa MOXKET COJEpXKaTh pPaseNbl, MOIAPA3/Ieibl, MYHKTHI, MOJITYHKTH, HyMEpyeMbIe
apabckumu uppamu.
B mpukasax TeKCT TOKyMEHTa U3JIararoT OT IMEPBOTO JIUIA SIMHCTBEHHOTO YUCITA (KITPUKA3BIBAIO)
B nmokyMeHTaX KOJUIETHAIBHBIX M COBEHIATEIBHBIX OpraHaX OT TPEThEro JIMIA SAWHCTBEHHOTO
yucna: («cobpaHue... penrmso)
TekcT mpoTOKOJIa W3JIaraeTcs OT TPEThEro JIMIA MHOXKECTBEHHOTO 4YHCHA  («CITyIIamy,
«BBICTYITUJINY, «ITOCTAHOBYIINY, «PEIIIHITNY),
B CcOBMeCTHBIX JOKYMEHTaX TEKCT HW3JIaraloT OT TIEPBOTO JIMIA MHOXKECTBEHHOTO YHCIIA:
(«TIpUKa3bIBAEM», «PEIIHIIN).
B nenoBbIx (ciny:keOHBIX) MUCbMax HCIOAb3YIOTCS (POPMBI U3JI0KEHUS:

e OT NEPBOrO JIMIa MHOXECTBEHHOTO 4Hca («IIPOCHM HaNpaBUTh», MpPEICTaBIseM Ha

PacCMOTpPECHHEY);

e OT TpeTbero Jjuia eauHcTBeHHOTO umcia («Aamuuuctpanus OV Illkoma Ne 1238 He
BO3paXKaeT»);

e OT TIEPBOTO JIMIAa CIMHCTBEHHOTO 4YHcla («CYUTA0 HEOOXOJUMBIMY», «IpeJiararo
PacCMOTPETHY).

[Ipu ynotpebaeHuu B TeKcTe (paMuUIuil TMI MHULMAJIBI YKa3bIBAIOTCS MOcie (haMIINU.
B nenoBbIx (CiyskeOHbBIX) MMCbMax MOTYT MCIIOJIb30BAThCS:
e BCTYyNHUTEJIbHOE OOpalleHue:
Yeaowcaemwiii 2cocnooun Heanog!
Yeaoscaemas cocnoorca [lemposa!
Yeaocaemviii Huxonati [lempoeuu!
Yeaoicaemasn Onvea Huxonaesna!
Veaowcaemvie cocnooa!

B oOpamiennu 1o A0KHOCTM HauMEHOBAHHME AOJDKHOCTH IHINETCS C MPOMHUCHON OYKBBI, B
oOparttieHnu 1o (haMUIMU MHULIMATBI JINIA HE YKa3bIBAIOTCA.

e 3aKIIIOYUTENIbHAS dTUKETHas ¢pasa:
C ysaoicenuenm, ...

CrpaHuIpl T0KyMEHTa HyMEpPYIOTCS, HaUYMHAasl CO BTOPOT'O JIUCTA JOKyMEHTa apabCckuMu nudpamu
MIOCEPEVHE BEPXHETO MOJIA.

TekcT nokyMeHTa OTHeNnsieTcs OT 3aroJIoBKa JBYMsI MM TPEMSI MEKIYCTPOUHBIMH HMHTEpBaJlaMU
UCIIOJIb3YEMBIMU B TEKCTE.

24. OTMeTKAa 0 IIPWIOKEHUH




OTMeTKa O NPHIOKEHHH HCIOJB3YeTCs NMpU O(QOPMIICHHM INMHCEM W TPHJIOKEHHHA K IUIaHaM,
[IporpaMMam, OT4eTaM, IOJI0KEHUAM, IIPAaBUIIaM, MHCTPYKLIMAM U JPYTUM

JOKYMEHTaM.

B nucemax oTMeTKa 0 mpHIiIoKeHHH 0(OpMIIIETCS 1OJ] TEKCTOM MUChMa Ha paccTostHau 1,25 cm ot
TPAHMLBI JIEBOTO IOJIs. ECiM NpWIIOKEHUE HAa3BaHO B TEKCTE MKMCbMA, B OTMETKE O NPUIIOKECHUH
YKa3bIBa€TCsl KOJIUYECTBO JIMCTOB ¥ KOJIMYECTBO IK3EMILIAPOB MPUIIOKECHUS, HAIIPUMED:

Ipunoocenue: na 3 1. 6 1 7x3.
[Ipy HanMUMu HECKOJBKUX MPHIOKEHUH, B OTMETKE O TMPWIOKCHHH OHHU HYMEpPYIOTCS,

YKa3bIBAIOTCS HAUMEHOBAHMS KaXKJOTO TPUJIOKEHUS, KOJIMYECTBO JIMCTOB M  KOJUYECTBO
AK3EMIUISIPOB, HATIPUMED:

Ipunoscenue:
1. Inan-epagux ... na 3 1. 6 2 9k3.
2. Cnpaska o noomeepicoenuu hakma ooyuenus... na 1 1. 6 1 3k3.

Ecnu mpunosxeHust cOpoIItopoBaHbl, TO KOJIMYECTBO JINICTOB HE yKa3biBaeTcs. Ecnu mpumoxenue
HaIpaBJISIOT HE BO BCE YKa3aHHBIE B JIOKYMEHTE aJpeca, TO OTMETKY O €ro HATW4YUu O(GOPMIISIOT
CIIEYIOIUM 00pa3oM, HalpuMep:

Ipunoosicenue: na 3 1. 6 1 3x3. moabKo 8 nepswiii aopec.

Ha npunoxeHusix K mpaBuiaM, MHCTPYKLHUSAM, MOJIOKEHUSAM, IUIaHaM, IIporpaMMmam, J1I0roBopaMm U
JIPYTUM JTIOKyMEHTaM OTMETKa O MPHJIOKEHUU IMPOCTABJISAETCS HA MEPBOM JIMCTE MPUIIOKEHHUS B
MIPaBOM BEPXHEM YTIIy.

Ecnu mpunoxenue oAaHO, OHO He HymepyeTcs. Ecinu mpuiiokeHuid HECKOJIbKO, OHH HYMEpYIOTCS
(mputoxxenue 1, mpunoxeHue 2).

B Tekcre mokymeHTa mpH MEpPBOM YIIOMUHAHUM JOKYMEHTA-TPUIIOKEHHUSI B CKOOKAaX YKa3bIBaeTCs:
... (mpunoxenue) uny ... (mpuioxkeHue 1); mepen HOMEPOM MPHIIOKEHUS TOMYCKAETCS CTABUTh
3HaK HOMepa: ... (mpunoxenue N 2);

B oTMeTrke o MmpuiIoKeHUH yKa3bIBAaeTCs HAUMEHOBAHHE BUIAa OCHOBHOIO JIOKYMEHTA, €ro jara u
HOMeEp, HarpuMep:

Ipunoowcenue N° 2 k npukazy MBOY [llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu nmpunokeHneM K JOKYMEHTY (Hampumep, K MpUKazy) SBISETCS YTBEp)KIAeMblH JTOKYMEHT,
(momnoskeHue, MpaBuiia, WHCTPYKIUS, PErJIaMEHT W JIp.) B BEPXHEM IPABOM YIIIy MPOCTABISIETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUQ YTBEPKIACHHS, HAIPUMED:

Ipunooicenue
YTBEPK/[EHO
npuxazom MBOY Llxona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexkBuzurta "OTMETKa 0 MPHIOKEHUU" JOJDKEH COOTBETCTBOBATh BUAY U
pa3mepy mpu@Ta TeKcTa JOKyMEHTA.

25. I'pud corytacoBaHus TOKYMEHTA
I'pud cornacoBaHust JOKyMEHTa UCTHOIB3YeTCS MPU COTJIACOBAHUM JOKYMEHTA C OpraHaMH BJIACTH,
OpraHu3alusIMyu WIK JO0JKHOCTHBIMU Jmnamu. O coctout u3 cioBa “COINTACOBAHO”,




JOJDKHOCTH JIMIA, KOTOPBIM COIJIACOBAaH JIOKYMEHT (BKJIIOYas HAMMEHOBAHME OpraHU3alMH),
JUYHOW MOJIHUCH, paciin(POBKU NOAMHUCH (MHUIMATIOB, ()aMIJIMH) U 1aThl COTJIACOBAHHUSL.

IIpumep:

COIJIACOBAHO

Lupexmop MBOY Ilxona Ne 1238
U.U. Heanos

01.12.2017

I'pud cormacoBanus B 3aBUCUMOCTH OT BHJIa JOKYMEHTA U OCOOEHHOCTEN ero 0(hOpMIICHUSI MOXKET
IIPOCTABIIATHCIA.

e Ha MEpPBOM JIMCTE JAOKYMEHTa (€CIM JOKYMEHT MMEET TUTYJbHBIM JIUCT, - Ha TUTYIbHOM
JIUCTE) B JIEBOM BEPXHEM YIJly Ha ypoBHE Irpuda yTBEpXkACHUS WU M0J HaUMEHOBAaHUEM
JOKyMEHTa OJIMKe K HIYKHEMY TI0JII0);

e Ha MOCJCIHEM JINCTE JOKYMEHTA MO TEKCTOM;

e HAa JIUCTE COTJIACOBAHMUS, SIBJISFOIIEMCSI HEOTHEMJIEMOM YaCcThIO IOKYMEHTA.

BHemHee coriacoBaHHe TakKe€ MOKET ObITh OCYIIECTBJIEHO JAPYTUM JOKYMEHTOM - IHCBMOM,
MTPOTOKOJIOM, TTPHUKA30M.
[Tpumep:

COITTACOBAHO npuxazom [[O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MpoeKTa TOKyMeHTa 0(OPMIISIECTCS BU30M.

Buza npocraBnsercs cOOCTBEHHOPYYHO JIMLIOM, BU3HUPYIOUIUM JOKYMEHT, M BKJIIOYAaeT B ce0s
HAaUMEHOBaHWE JOJHKHOCTH BHU3UPYIOIIET0, €ro JHYHYI0 MOJIHUCh, paclin(poBKY MOAMNUCH
(mHUTIMANTBL, (HAMIIIAIO) U JIATY.

[Tpumep:

3amecmumens oupekmopa
U 0. ©amunus
03.04.2020

HOHYCKaeTCH IMOJIMCTHOC BU3UPOBAHUC JOKYMCHTA U €T'0 HpPIJ'IO)KCHHfI.

HpI/I HaIn4ynu 3aMeanHﬁ, ,I[OHOJ'IHGHI/Iﬁ K IPOCKTYy HAOKYMCHTa BH3a  JOIIOJIHACTCA
COOTBCTCTBYIOIIIUM YKA3aHUECM.

HJ'ISI AOKYMCHTA, IMNMOAJMHHHUK KOTOPOTO OTIIPABJISAIOT M3 IHKOJbI, BHU3bl IPOCTABJISIOTCA Ha
IK3EMIIIIPAX JOKYMCHTOB, IOMCHIAEMBIX B ICJIO.

HJ'ISI AOKYMCHTA, NMOJIMHHHUK KOTOPOI'0 OCTACTCA B IIKOJIC, BU3bI COTIACOBAHUA IMMPOCTABIISIFOTCA Ha
o6op0Te MOCJICOHCIO JINCTA NMOMIMHHUKA JOKYMCHTA HJIM Ha IMOCICAHEM JIMCTE NOKYMCHTA IO/
IO AITHUCHIO.

27. Iloanuck
[loamuchy BKIIOYAET: HAWUMEHOBAaHUE JOJDKHOCTH JIMIA, [MOMANUCABIIEr0 JOKYMEHT, €ro

COOCTBEHHOPYYHYIO HONKCh; PACIIM(PPOBKY NOIUCH (MHULMAIIBI, (haMUIIHS):
ITpumep:

Jupexmop nuunas noonuce U.0. @amunus

Ecau HAOKYMCHT O(I)OPMJ'IGH HC Ha 6J'IaHKC, B HAMMCHOBAHHUEC JOJDKHOCTH BKIHOYACTCA
HanMCHOBAHHUC O6m€06pa30BaTCJIBHOI>'I OpraHusanuvu (HOHHOG Ha3BaHHC I_HI(OJ'IBI). I[OHYCKaCTCSI B



pexkBusute "[loanuck MOBKHOCTHOrO Juna" IEHTPUPOBATH HAMMEHOBAHUE JOJDKHOCTH JIMIIA,
MOJITUCABIIET0 JOKYMEHT, OTHOCUTEIHHO CaMOW JUTMHHOM CTPOKHU.

[Ipn moanucaHuu JOKyMEHTa HECKOJIBKUMH JOJKHOCTHBIMHU JIMIIAMHU PA3HBIX JIOJDKHOCTEM HX
MOJIITUCH pacrojiaraloT OJHY IOJ JAPYrod B MOCIEIOBATEIBHOCTH, COOTBETCTBYIOIIEH HepapXuu
3aHMMAaeMOH TOJDKHOCTH.

[Ipumep:

Jupexmop nuunasn noonucoe U.0.D.
3amecmumens oupekmopa auunas noonuce U.0.D.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJBKMMH JIMI[AMH PaBHbIX JOJDKHOCTEH MX MOJANUCH
pacronararoT Ha OJJHOM YPOBHE.

B noxymMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, YKa3bIBa€TCs CTATYC JIMIIA B COCTaBE KOMUCCHUU!
MIPOCTaBJICHUEM KOCOM 4YepThl Mepe]l HauMEHOBAHUEM JIOJDKHOCTH (J100aBIATh Kakue- JH00
MIPUCTABKN).

Ecnm nupexktop wiaM HHOE YIOJHOMOYEHHOE Ha MOANMCAaHUE JTOKYMEHTa JIMLIO BPEMEHHO
OTCYTCTBYeT (OTITyCK, OOJIe3Hb, KOMaHIMPOBKA) WM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MIOJNUCBHIBAET  COTPYJHUK,  YIOJTHOMOYEHHBII HAa  MOJNMCAaHME B  COOTBETCTBUM  C
pacopsIANTENBHBIM TOKYMEHTOM WJIM HAJEJIECHHBIN MOJHOMOYMIMH, YCTAHOBICHHBIMU IPUKAa30M
urkoutbl wim yupeaurtens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U TIOJTHOMOYHSL, HallpUMep:

3amecmumens oupexmopa noonuce U.0. amunus

WIH:

Ucnonnsarowuti obszannocmu oupekmopa noonuce U.0. @amunus
Wi

u.o. oupekmopa noonucv 1U.0. @amunus

PexBusut "lloanmuchk AOMKHOCTHOTO JHIA" MOXKET OBITh 0OPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANUCAHUU CIY)KeOHOW 3amucku 0e3 NpPUMEHEHHUS TEXHHUYECKUX
CpeacTB) MO0 OPOPMIIEH C UCTIOIB30BAHUEM TEXHUUYECKUX CPEJICTB.

B cinywsae odopmienus pekBuszuta "[loanmuck JOKHOCTHOTO JMIA" €  HCIOJIB30BaHUEM
TEXHUYECKUX CPEICTB BUJA U pa3Mep LIpU(Ta YKa3aHHOTO PEKBU3UTAa HE MOXKET OTJIMYAThCS OT
BHJIa M pa3Mepa MmpUQTa OCHOBHOTO TEKCTa TIOKYMEHTA.

PexBusutr "llogmuchk AOMKHOCTHOrO JHIA" OTAENACTCS OT TEKCTa TpeMs WIH YEThIPbMS
OJIMHAPHBIMU MEXKTyCTPOUYHBIMU HHTEPBAIAMHU.

28. Ileuath

[ledats sBHSETCA CrIOCOOOM HOATBEPXKAEHHUS MOUIMHHOCTH MOINUCH JOJDKHOCTHOIO JIMIIA Ha
nokyMmeHTte. Iledars craBUTCSA Ha JOKYMEHTAX B ClydasX, MPELyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WJIM UHBIMU HOPMATHBHBIMH IIPAaBOBBIMH aKTAMHU.

[ledyaTh craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPU 3TOM OTTHCK I€YaTH HE 3aXBaThIBAET
JMYHOW TMOJMUCH JIOJDKHOCTHOTO JIMIA MOAINMKCABILEro JOKYMEHT, WJIM B MecTe, 0003Hau€HHOM
«MII» («Mecto meqatuny).

B noxymeHTax, MOArOTOBJICHHBIX Ha OCHOBE YHU(DUIIMPOBAHHBIX (OPM, MeUaTh CTABUTCS B MECTE,
00o03HaueHHOM oTMeTKo# "MII" unu uHBIM 00pazoM.

29. OrMeTKa 00 UCIIOJTHUTENE




OtmeTka 00 wWCMONHUTENE (aBTOPE) MOKYMEHTa IMPOCTABISETCS HA MUChbMaxX IIKOJBI B JICBOM
HWXXHCM YTy HHHGBOﬁ CTOPOHBI IMMOCJICAHCTO JIMCTA JOKYMCHTA OT I'PaHUIBI JICBOT'O IOJIA UJIH, ITPU
OTCYTCTBHH MECTa, - Ha 000POTHO CTOPOHE BHU3Y CJIEBA.

OTMerka BKIIOYAeT (aMHIUIO, UMs, OTYECTBO WCIOJHHUTENS M HOMEp ero TeieoHa, a TakkKe
OTMECTKa 06 HCIIOJIHUTCIIC MOXCET HOIIOJHATHCA HAMMCHOBAHHUEM JOJDKHOCTH M 3JICKTPOHHBIM
a/ipecoM HCIIOJIHUTEIIS.

[Ipumep:

Usanos Usean Heanosuu, cneyuanrucm no oxpare mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBEPEHUH KOITUH

Jlig OATBEPKIAEHHSI COOTBETCTBUSI KOIMM (BBIMMCKH U3 JOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MOCJIETHEM JIMCTE KOMWHU (BBIMUCKU M3 JOKyMeHTa) moj pekBusutoMm "lloamuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUN KOTHI.

OTmeTka O 3aBepeHUM KOMNMM BKIIIOYAEeT: ClIoBO «BepHO», HanMeHOBaHHE JIOJKHOCTH JIMILA,
3aBEpUBILIEr0 KOIHIO, COOCTBEHHOPYYHYIO MOANUCH, paciiuPpoBKY NOANUCH (MHUIUAIIBI,
(dbamuinio), 1aTy 3aBEpeHMsI KOMMU JOKYMEHTA.

PexkBuzur «OTMeTka O 3aBepeHMM KOMUW» MOXET ObIThb O¢GOpMIIEHa OT pPYyKH WIU C
WCIO0JIb30BAHMEM IITAMIIA.

JlomyckaeTcs 3aBepATh KaX bl JUCT MHOTOCTPAHUYHON KOIIMU JOKYMEHTA.

31. OTMeTKa 0 NOCTYIICHUH JIOKYMEHTA

OTMeTKa O MOCTYIUIEHUU JOKYMEHTa COJAEP)KHUT BXOMASIIUNA PEruCTPallMOHHBIA HOMEp WM JAaTy
MOCTYIUIEHUsI JOKyMeHTa. JlomyckaeTrcs yka3aHHe 4YacOB M MHUHYT MOCTYIJICHHS JOKYMEHTa C
3aBepeHUEeM MOIUCIMU 3aUHTEPECOBAHHBIX JIUII.

OTMeTKa O MOCTYIIEHNU JOKYMEHTA MOXET MPOCTABISATHCS C UCTIOIb30BAHUEM LITaMIIA.

32. Pezoaronus
Pesomronust coaepKUT yKazaHWe 10 HMCIOJIHCHHIO JoKyMeHTa. OHa odopmiiseTcs Ha CBOOOIHOM

MecTe paboyero noJjs JOKyMeHTa.

Pe3omronus BritouaeT B ceds: haMuiInio, MHUUAIBI UCTIOTHUTENS (UCTIOHUTENEH), TOpyYeHHe 110
JOKYMEHTY, MOANKUCH aBTOPA PE3OJIOLUU U 1aTy OPOPMIICHHSI PE3OJIIOLIHH.

Pe3omronus, Mo ycMOTpPEHHIO JIUIA, JAIOIIET0 MOpYYEeHHE, MOKET BKIIOYaTh B ceOsl TaKKe CPOK
WCIIOJIHEHUS JOKYMEHTA.
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